DOCUMENT RESUME 



ED 259 15 

AUTHOR 
TITLE 



INSTITUTION 
PUB DATE 
NOTE 
PUB TYPE 

EDRS PRICE 
DESCRIPTORS 



IR Oil 748 

4 . * 

1 

Garolis, Cathy 

Electronic Mail System. MAILWAY Training Manual. 
MAILWAY Reference Manual. MAILWAY Batch Mode 
Reference Guide. 

Alaska State Dept. of Education, Junoau. 
Oct 84 

116p. 0 
Guides - General (050) 

MF0VPC05 Plus Postage. 

*CcAn>uters; Display Systems; Electronic Equipment; 
Guidelines; Information Dissemination; * Information 
Networks; State Departments of Education; 
telecommunications 
Alaska; 'Electronic Mail 



IDENTIFIERS 
ABSTRACT 

Designed to introduce new users to the Alaska State 
Department of Education's electronic mail system, MAILWAY, this 
manual is. divided into two sections. The first explains the functions 
and components of an electronic mail system and describes the type of 
equipment needed to use the system, including basics on equipment 
hook-up. The second part uses practice exercises to show how to use 
MAILWAY to create, send, and receive messages with a terminal.. There 
is also a troubleshooting section at the end- along with a glossary of 
terms commonly used with MAILWAY. Sample computer commands for use 
with MAILWAY are included, as Well as two— seperate reference manuals. 
One deals with the interface of the Electronic, Mail System (EMS) with 
the MAILWAY system, while the other. provides information on creating 
and sending, batched messages. Also mentioned is the availability of a 
videotape, "An Introduction to the Electronic Mail Systems and 
MAILWAY Operation," which is designed for those who have never used 
an electronic mail system before. A quick reference card of MAILWAY 
commands is attached. (JB) 
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EMS MAIL WAY VALID ADDRESSES 



M AASB 

M ACCESS-AK 

M ADAK 

M AK-RESOURCES 
M AK-SK ILL -CENTER 
M ALASKA-GATEWAY 
M ALEUTIAN 
M ANCHORAGE 

M ANNETTE- ISLAND 
M BERING-STRAIT 

M BRISTOL-BAY 

R BUCARIA 

M BULLETIN 

M CHATHAM 

M CHUGACH ; 

M COWISSIONER 

M COPPER-RIVER 

M CORDOVA 

M CRAIG ■ , 

M DELTA-GREELY 

M DILLINGHAM . 

M DOE-AVE • 

M DOE -CERT 

M DOE-CORRESPOND ' 

M DOE-EPS 

M DOE-FACILITIES 

M DOE-FIELD-SERVICE 
M DOE-OIS 

M DOE-PUB- IJJFO 

M DOE-FOOD-SERVICE 

M DOE-TB 

W EUBANK 

M FAIRBANKS 

M FNSBPL 

M GALENA 

B GOTTSTEIN 

D GRAY > 

E GRIFFIN 

M HAINES 

M HISTORICAL-COW 
M HOONAH 
S HULL c 
M HYDABURG 
M IDITAROD,, 

M JUNEAU 
MKAKE 
M KENAI 
M KETCHIKAN 
M KING-COVE 
M KLAWOCK 

MKOOIAK v 
M KUSPUK - 



M L-KUSKOKWIM 
M L-YUKON 
M LAKE-PENN 
M LAN-CIT • 
W LAN- IS 
M LAN-OPS 
M LAN-UAF 
J LEASK 
M MAT-SU 
M NEA-ANCH 
M NEA-JUN 
M NEAA-FAIR 
M NENANA 

M NOME 

M NORTH-SLOPE 
M NORTHWEST- 
M NWREL-PDX 
M PELICAN/ 
M PETERSBURG 
M POSTMASTER 
M PRIBILOF 
M RAILBELT 

M SAND-POINT ' 
M SCHAEFFER 



M SITKA 
M SKAGWAY 
M SOUTHEAST 
M SOUTHWEST 
R STROSNIDER 
M ST -MARYS 



M STATE-LIB-ANC 
M STATE-LIB-JUN 
M TANANA 
M TfTITLEK 
M UAA-EDUCATION 
M UAA-RURAL-ED 
M UAF-CONFERENCES 
M UAF-EDUCATION 
M UAF-PLACEMENt 
M UAITC 

M UAJ -EDUCATION 
M UNALASKA 
M VALDEZ 
M VOC-REHAB-ANC 
M VOC-REHAB-DIS 
M VOC-REHAB-EVAL 
M VOC-RfH*-FAI 
M VOC-REHAB-JUN 
M VOC -REHAB- JUNB 

M VOC-REHAB-KENAI 
M VOC -REHAB-KETCH 



M VOC-REHAB-TAC 
M VOC-REHAB-WAS 
,M WRANGELL 
M YAKUTAT 
M YUKON-FLATS 
M YUKON-KOYUKUK' 




EMS MAIL WAY VALID AOORESS LISTS 



/GROUPALL - will send your message to al 1 MAIL WAY users . 

/FUNCBRD - will. send your message to all Alaska State Board of 
°- Education members 

/FUNCDST - will send your message to all Alaska school district 
, offices* 

/FUNCOOE - will send your message to all divisions within the 
Alaska State Department of Education 
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SECTION 1 



FUNCTIONS AND COMPONENTS OF THE ELECTRONIC MAIL SYSTEM 




9 

ERIC 



37- 



LEARNING HOU TO USE THE ELECTRONIC MAIL SYSTEM 

This manual has been written to Introduce you to the electronic Mall 
systen, MA It WAY." If you are unfamiliar with using an electronic Mall 
systeM, you should begin your training with this book. This Manual Is 
.divided Into two Main sections. The first explains the functions and 
coMponents of an electronic Mat! systeM. It describes what type of 
equipment Is needed to use the systeM, Including basics- on equipment 
hook-up. The second part shows you how to use MAILWAY to create, send 
and receive Messages by giving you practice exercises to follow at your 
terffilnal. There Is also a troubleshooting section Inthe back of the 
book, along with a glossary of terns comMonly use4 intKroiir electronic 
Mall systeM. PLEASE READ THIS MANUAL AND BECOME FAMILIAR WiTH THE 
CONTENTS OF THE OTHER REFERENCE GUIDES. -The answers to Most of the 
questions you will have can be found In your package of MAILWAY reading 
Materials. The guides you should have and an explanation of eack Is 
listed In the* section "Qther Mallway Reference Guides". 

' ' ' * 

A video tape titled "An Introduction to Electronic Mall Systems and 
MAILWAY Operation" Is available to use with this Manual. The video has 
been designed for use by those who have never used an electronic Mall 
systeM before; however, It Is a good review for all users and covers 
the basics of the MAILWAY systeM. Please call the Postmaster for 
ordering Information about the tape. If you do not have access to VCR 
equipment, this manual may also be used on Its own. 



WHAT IS AN EMS? 



An electronic mall system, called an EM$, uses computers and telephone 
lines to send messages from one point to another. Presently, Alaska 
Department of Education administrators, school district offices, and 
other agencies exchange Information using the electronic mall system. 

Messages sent through the electronic malf system can De received within 
minutes, even over great distances. A printed copy of messages can be 
obtained without any delays. 



THE MAILWAY EMS / , „ 

The electronic mall system that you will be using Is called MAILWAY. . 
The MAILWAY system consists of several offices having their own 
computers, the telephone system, and a Wang computer arthe Department 
of Education In Juneau. You can think of all the offices as separate 
mailboxes and the Wang computer as being the main post' office, where 
mall Is sorted and distributed to the appropriate mailboxes. The 
telephone lines are used for the transfer of" this Information. 



EQUIPMENT Y.OU WILL NEED 



Though the computers fn offices using an MAIL WAY may differ, the\ 
equipment -necessary to communicate data Is basically the same. The 
4mportant thing to remember Is that you need certain pieces of 
equipment that are properly connected to send Information to and. 
-receive 'Information from the Wang computer. 

« . ' * ... » ... " 

1 The Computer -Whether a PC, word processor, or portable 
typewriter-like terminal, you -ere able to control (direct) hdw. and wh*n 
you send and receive messages through your computer. 

2,. The Modem - This Is a device which allows a computer to communicate 
with other computers that are separated 'by distances. Data signals 
from your computer are sent to the modem, where they are converted to 
phone signals. Then they are ready to be sent through the telephone 
network to the. main computer In, Juneau, where a .modem on that end 
translates the phone signals back to data signal $ so that the main . v 
computer can read then. ,* 

In your office, the modem may be a separate piece of equipment or* 

may be located Inside your computer.. 

3; The Phone - Die phone In your EMS office Is used to establish the 
connection you make with the main computer iff Juneau: If you do not 
have a phone, you may have a modem which does the* dialing for you. 
This Is called an auto-dial modem. If you have a phone set up next to 
a modem with your other EMS equipment, you wllj manually dial -the phone 
to call the main computer. Elther'way, once the number Is dialed and 
line is open, Information can be transmitted. 

4. The Printer - The printer In your office may be connected by cablas 
to your computer terminal so that you, can print the Information you- are 
displaying on your screen. This allows you to keep or distribute a 
hard (paper) copy of messages that you receive, t or to keep a file of 
messages you've sent. You may have a combination terminal -printer, or 
a typewriter- 1 Ike terminal.. • ' 

Take time at this point to look at and define the components you use to 
communicate with the central computer In Juneau. 
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EQUIPMENT HOOK UP 

Power cords connect each device -to the power sujxply. Connector cables 
connect components to each other. The phone equipment (phone, modem to 
wall jack) Is connected by thin telephone cords.- 

Become familiar with how your equipment 1s hodked up. . This 1s a good * 
place to start troubleshooting 1f you- ever experience equipment 
problems when using the system. 



-i • 



The following diagrams will show'three different. EMS. office equipment 
configurations and how the components of each are connected. . ' ' 



PHONE 



SCREEN 
(TERMINAL) 




"WALL JACK 
TO PHONE 
SYSTEM 



POWER SUPPLY * 

t 

MODEM AND PHONE SEPARATE 

- ■ • • ' -c 



may. or may not 
bt *«para*.« from • 
your compqttr 




WITH AUTO -DIAL MODEM 




, YOUR COMPUTER AND THE MAIN COMPUTER 

» •» 

» • ■ •• . . 

Your computer Is a system In Itself and you can operate It without the 
aid of the the main computer. The main computer In Juneau fs also a 
system In Itself and can operate on Its own when you are not d^i^ 
Into It. 

Before you are dialed In, you are communicating only with your o*n 
computer/ You have to give It Instructions to get It to the point, 
where It Is ready, for you to. dial Into the main computer. The main 
computer Is, also In operation when you are not dialed Into It. It may 
be sorting mall for different mailboxes, or It may be following 
Instructions that the operators are giving It to, say, set up a new - 
mailbox. , 

It Is only when you .re dialed In that both systems are working- 
together. When you are. dialed Into the main computer you are online, „ 
or Interactive with It. When you are online with the main computer, 
you are talking back and forth with ft. The main computer asks 
questions, and you give It answers, or Instructions to follow, Just as 
y6u do with your own computer when you are hot dialed In. 

v 

From the point when you have established th? connection with the main 
computer- and It asks you for your first response, you are Interactive 
with It. This Interactive state continues the entire time ypu- are 
communicating with the main computer, as you are, sending' and receiving 
messages. The Interactive. State stops when you disconnect from the 
main- computer, and you are noHonger talking with ft. 

Whenever you- are dialed into the main cdmpu.ter.you are using a phone 
line. It Is your communication link with the main computer; Questions 
that the main computer *asks you and tbe answers that-you respond with 
are, converted into signals and carried back and forth over the phone • 
lines. You are charged for .the use of these phone lines, just as you 
are when you^are calling long distance to talk to people. For this 
reason, It ma Ices sense to Unit vour calls to the main computer to as- 
short a time as possible^ We w1T\1 discuss ways In which you can 
shorten the amount of time you need to be dialed In a' little later. 
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PREPARING YOUR COMPUTER TO COMMUNICATE 



Before learning how to use the MAILWAY system, become familiar with the 
operation of the components of your own computer system. Read the 
manuals that came with your equipment. If there are things about It 
you do not understand, see If someone In your office can help you, or 
contact the company you bought It from. You can also contact the 
Postmaster and he/she will help you get started. 

TV; steps Involved In getting your computer ready to use t he ma ll 
system will depend on what type of computer you have. 

Your computer has special programs that It runs that allows It to 
communicate with other computers. This Is called communications 
software.- . This allows special formats to be set for communicating drta 
signals. 

There may be certain Instructions you type Into your computer to get 4 ; 
^eldy to_communJjcaU^ may have a special 

menu on your terminal that you choose the communications option from. 

You will' also need to prepare your printer to print what Is being 
lasted on your screen. Most printers allow you to start and stop 
printing what Is being listed when necessary .——Become familiar with the 
"special keys you need to press or special Instructions you have to 
Issue to start and stop your printer. This wIM allow you to print 
messages from yodr mailbox so that you can distribute them to the 
Individuals addressed. 

tjfhen you have all of your ('equipment set up to communicate with, the main 
comjputer, you will be ready to dial In. The number you w1l'V:use to_ 
-d+al Into the ma in computer Is provided on the first page of this book. 

For those of you using a Gnat computer, a manual has been provided to^ 
you which shows how to set up your computer and other components. The 
title of this manual Is the Electronic Mall System MAILWAY Gnat 
Reference Guide , and has been provided in tne packet of materials you. 
received from the -Department of Education. 
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COMMANDS 

Olffertnt types of computers have their own special vocabularies that 
they are designed, or programed,, to understand. They ask questions, 
give prompts, and the operator responds with answers, or commands that 
their computer understands. 

Your own computer has It's own list of words that It can recognize and 
you use these words to talk to 1t« When uou are dialed Into the main 
computer and using the MA I I HAY system, you use a different set of 
commands that It can understand; The prompt that MAILWAY gives you 
when It Is expecting a response Is, the question mark symbol (?). When 
you see this symbol, you know that MAILWAY Is waiting for a valid 
command. 

We will show you the MAILWAY commands as we ga through each step of 
using the mall system. 

/ MAILWAY Command Quick Reference card has also been provided to you. 
It has been designed for reference on the format and use of MAILWAY 
commands. Detailed definitions of MAILWAY commands are provided In the 
Electronic Mall System MAILWAY Reference Manual. 
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BEGINNING AND ENDING A MAILHAY SESSION 

You can think pf tht NAIL WAY system as several addresses, or /'ma 11 boxes, 
with tht main computer In Juntau being the post office. Everyone on 
the MAIL WAY system has a separate mailbox, just as people do at the 
post office. You can Imagine how difficult It would be to find your 
letters and packages If ell mall was put Into one large bin *t the post 
office. The main computer does the same sorting as post office 
personnel do when you send and receive mall. Electronic mall addressed 
to you goes Into your own mailbox. Before you can look at your 
Incoming messages, or send messages out, you need to Identify yourself 
to the main computer. This Is called logglno on. It Is the same Idea 
as using a key to unlock a box at the post office. You have a key to 
unlock your electronic mailbox. This key Is your User 10 and your 
Password. It Is a unique combination of letters -that you will use to 
unlock ft. After you have dialed Into the main computer and It 
receives the first signal from your computer, It will prompt you for 
your Usur ID and Passwords 

Your User ID tells the computer that your office or agency Is a mall 
system user and what your address Is. Your Password links with the 
User ID to screen unauthorized users. " 

.Learn your User IQ and Password from another EMS operator In your 
office, from your supervisor, or from the EMS Postmaster. The 
telephone number to reach the Postmaster Is listed on the first page of 
this manual . • 

Once you know your User 10 and Password, write them In the space 
provided on the first page of this book. Practice typing them at your 
Jermln^i ktyb^ard. The more familiar you are with your User ID and 
Password, the easier ft will be to log on when you call the computer 
the first time. 

You lock your mailbox when you are finished using MAIL WAY by logging 
off. 

The sequence and the prompts the computer gives you, and how you are 
expected to respond (In underscore) to them are shown on the next 
page. A practice session to learn how to log on and log off follows. 
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Log On - Log Off Session 

NAILUAY CENTER S0010000 01/31>84 „ 10:59AM 

ENTER NAME 
? MADAK 

ENTFRTASSWORD 
7 ***** 

WELCOME ADAK INBOX - 2 OUTBOX - 9 

PRIORITY - 3, SECURITY - 3, HOME CONFIRM - NO, REPLY REQUESTED - NO 

HELLO NEW USER: WELCOME TO THE NEW ELECTRONIC MAIL SYSTEM 
? L 

MAILWAY coNNECTt^»~TTwr-rmnii»r) — - — — ~ — 

OKAY TO DISCONNECT (YES 'NO) ? Y 



€*e rc 1 s e -4-^L^g-Qn-Jmd-Xofl_0fJL 



This exercise will teach you how to Tog on to and log off from MAILWAY. 

1. Prepare your equipment to communicate with the main EMS computer. 

2. Dial the number (listed on the first page of this bookj to reach 
the main computer. 

3. a. The EMS Mallway Center name, date and time should appear 

across the top of the screen along with a line that says, 

"ENTER NAME*. ~ — 

■ . . » ■ « » •—- 

b. Look at the left of the screen for the question mark prompt: 



c. Type In your user ID, and press RETURN. 

d. Type 1n your password over the mask and press RETURN. 

If vou see "NAME COULO NOT BE IDENTIFIED PLEASE TRY AGAIN", 
go back to step 3c. Be sure you are using the correct user 
ID. 

e. Walt for the next prompt. 

If you see ".PASSWORD COULD NOT BE IDENTIFIED PLEASE BEGIN 
AGAIN" , go back to step 3c. 



f. When your mailbox Is apen, the computer will respond with an 
EMS greeting line, and then some Information on your 
mailbox. It will show you how many messages It has, and 
other user Information, called mailing parameters. These 
parameters are pre-asslgned by the Postmaster, and will be 
discussed later, when you learn how to create messages. 
After the greeting and Information lines, MAILWAY will 
display another ? prompt. It is how ready for you to enter 
a command. 

and press 



a. Close your mailbox, or log off, by typing: L 
RETURN ' 

NOTE: If you make a typing mistake, simply press RETURN 
for the prompt to be repeated. 



and wait 



b. 



The computer will respond, ^ 
"MAILWAY CONNECTION TIME (HH:MM) 



OKAY TO DISCONNECT (YES/NO) 



Type: 



YES 



c. Then press ' RETURN. 

NOTE: You can use the abbreviation "Y H for "YES" on the MAILWAY 
system and the abbreviation N N N for *N0". Most MAILWAY commands 
have an abbreviated form which you can use Instead of the full 
word. These are listed on your MAILWAY Command Quick Reference 
Card. 
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CHECKING YOUR MAIL 

Your mailbox has two sections which help organize your mailbox 
contents, Just Tike an In and Out basket on a desk. The INBOX section 
holds the messages that are sent to you. The OUTBOX section holds 
messages which you have created. Even when you've sent a message, a 
copy of It remains In your OUTBOX. X 

When you want to check your mailbox for messages sent to^ou, you will 
need to specify that you would like to look at your INBOX Items. 
OUTBOX Is specified when you want to look at the messages you've 
created. 

It Is Important to che^ck your mall on a regular basis. Once a day or 
once every other day Is recommended. 

You can list your INBOX or OUTBOX messages 1n several different ways. 
You can get short listings (Indexes) of all the Items In your INBOX or 
OUTBOX. You can list an entire mall message by Itself, or can get all 
of the Items printed together. 



E xercise 2 - Listing Mailbox Contents 



1. a. Get your equipment ready. to dial In. 

b. Call the main computer. 

c. Open your mailbox by entering your 
user ID and password, when prompted. 

(Remember that If you make a typing 
mistake, you can press RETURN to have the 
prompt repeated. ) 

2. Once again you are at the first question 
mark prompt. 

a. Type: INBOX (RETURN) 
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Looking at this list Is a little like looking at the outside 
envelopes before you open letters that come In the mall. 
You can tell something about the messages without looking at 
the body of any of them. The Information In the list Is 
called an Index. 

The list you get from the command INBOX contains the 
following Information. 0 

INBOX Number 
Message Title 

Date and Time message was received 
Author o'f the mall message 

The "MAIL ITEM ID" (the computer assigns this number to 
messages) 

Priority and Security of the mall message » 
The approximate number of lines In the message 
Prints "NEW MESSAGE" If this Is the first time the message 
has been listed on the INBOX Index. 

b. If you get the message, "YOU CURRENTLY DO NOT HAVE ANY INBOX 
ITEMS , try this exercise again at a later time. 



c; Walt for the ? prompt, after the listing stops. 

a. Type: PRINT INBOX ALL 

This will print all messages, In their entirety, listing the 
newest first. v 

b. Walt for the ? prompt, after the message prlnt-ouWInlshes. 

Your messages are still In your mailbox (INBOX) even though you 
printed them. They will remain there until you delete them. To 
prove It, select one of the messages by number and type that 
number after the PRINT INBOX command: 

PRINT INBOX ### 

(### represents the number, one or more characters, of the 
message you wish to, print - do not type the # sign; do put a 
space between the command an3~tn"I~number. ) 

Be sure that you understand that the INBOX command used 
alone will print an Index of the mall messages sent to you. 
The commands PRINT INBOX ALL and PRINT INBOX ### will print 
the entire messages. 
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5. Close- tht Mailbox: 

a. In response to tht ? type L (RETURN) 

b. Tht computer will respond, 
"MAIL MAY CONNECTION TIME (HH:W) 
"OKAY TO DISCONNECT (YES/NO) ?" 

Type: YES 

or • 

' Y (RETURN) 



Bt surt that you understand that tht INBOX coMMand used alone will 
print an Index of tht nail Messages sent to you. ' The cotiands PRINT 
INBOX ALL and PRINT INBOX ### will print the entire Messages. 

The sane PRINT co«nand fpmats can be used to list OUTBOX Itens. 
Reaeaber, the OUTBOX section of your Mailbox contains Messages that 
you've created. Replace the word INBOX with OUTBOX to check your 
OUTBOX Hons. Using either INBOX or OUTBOX, you can: 

1) List an Index of all ttens ._ 

2) List all Messages In their entirety 

3) List one or More specific Message 

Listed on the following pages are coeeands that Can be ustd to check 
your Mali* Bt surt you understand tht difference bttwttn INBOX and 
OUTBOX. INBOX Htssatts art those which havt bttn .sent to you. OUTBOX 
Messages are those which you. have created. When checMng your Hall 
(the Messages sent to you), you will be using the INBOX coiwand. 



COMMAND 



INBOX 



Prints an Index of received mall 
messages, listing the newest mall 
messages first 



INBOX BY SIZE 



Prints an Index of mall received mall 
messages, the ones with the smallest 
number of lines first 



PRINT INBOX ALL 
PRINT INBOX BY SIZE 



PRINT INBOX ### 



TMffiFr^lNBOX ###, ### 



Prints messages with the newest first 



Prints messages with the smallest numbe 
of lines listed first 



Prints 0 the message number (###) 



Prints the message numbers spectM eT 



PRINT INBOX ### FROM 10 



Prints the message number (###), from 
line 10 to the end of the meiSAge 



PRINT INBOX ### TO 42 



PRINT INBOX ### FROM 2 TO 8 



Prints the message number (###) from 
the first text line to, line 42 

Prints text lines 2 through 8 of the 
message specified 



COMMAND 



OUTBOX 



Prints an index of ill Messages you, 
havt created, listing tht oldest 
Massages first 



.OUtBOX BY SIZE v 



Prints an Index of all Messages you 
have created, ones with the smallest 
nuMber of lines listed first 



OUTBOX IF SENT 



Prints only the Messages that the 
coMputer has sent, oldest Message 
mted first 



OUTBOX IF NOT SENT 



Prints only the Messages that the 
coMputer has not sent , oldest Message 
listed first 



PRINT OUTBO X ALL 



PRTNT OUTBOX BY SIZE 



print* Messages **th the *>i4**t 
Messages listed first 



Prints Messages with the SMallest 
nuMber of lines listed first 



PRINT OUTBOX III 



PRINT OUTBOX III, III 



PRINT OUTBOX III TO 8 



Prints the Message nuMber (III) 
Prints the Message nuMbers specified 



Prints the Message specified froM start 
to line ° 



PRINT OUTBOX III FROM 9 



Prints the Message specified froM line 
9 to the end 



PRINT OUTBOX III FROM 3 TO 9 



Prints the Message specified froM line 
3 through line 9 
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DELETING MESSAGES 

, » .. . 

Just like a rectangular box at the Post Office, an electronic mailbox 
can become overstuffed with Mil. It Is necessary to empty out the 
mailbox regularly, so that It can accept new messages. 

* . • 

Messages that have been printed on'paper, and delivered to the 
addressees, normally do not need to be kept In your computer mailbox. 

The DELETE command Is what you use to eliminate a message (or group of 
?SJ!J 3t,) fr01 y° ur Mllbox.- The DELETE command allows yog to delete 
INBOX messages (those sent to you) and OUTBOX messages (those which yo 
•have .created). There My be *o1d\ messages In your mailbox, ready to 
be deleted right now. 



kearn how to delete messages by Tjmpletlng the following 
exercise. 



Exercise 3 - Deleting Messages 



1. Get your equipment ready, as before. 

2. Call the computer, and log on. 

3. ' List the INBOX message Index (Index of messages sent to 

ypu) by typing: 

„ ' INBOX (RETURN) 

This will list the Index of INBOX messages, with the 
newest messages first. 

(NOTE: Using the command OUTBOX to get the OUTBOX 

m e***ge-tnd**^w4T V list the oldest messages first. ) 



Now determine the message number of the oldest 
message In your INBOX.' It should be the last In the 
INBOX message Index, 

INBOX NO: ###. 

* <- ■ 

i 

Using that message number (###) enter: 
_____ ' DELETE INBOX ### (RETURN) 

When the computer asks, "OKAY TO DELETE (YES/NO) ?" 
preiis Y (RETURN) 

If you are sure that the message number you entered 
Is correct. 
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d. If you typed /he wrong number, press N (RETURN) 

\ 

1n response to OKAY TO DELETE (YES/NO) ?" , then go 
back to step 4t. 

e. Walt for the notice, "ITEM ### HAS BEEN SUCCESSFULLY 
• DELETED", and the new ? prompt. 

5. a. Now type INBOX (RETURN) 

bs Observe that the messige you just deleted no longer 
appears 1n the INBOX Index. 

6. If 'you wish to delete more than one message from your 
INBOX, enter: 



— — ^ — 8 DE LETE IN BOX »##, # # #, ## # (RETURN) . 

Make sure that you enter the correct message numbers' and 
separate them by commas. 

7. a. If you wish to delete aJJ. of the messages 1n your 
INBOX, enter: 



DELETE INBOX ALL (RETURNl = 

b. The computer will ask ff you want to delete all of 
the messages 1n your INBOX. If you are sure that 1t 
1s okay to delete all messages, enter: 

Y (RETURN) " - : 

8. When you get the new ? prompt, close your mailbox by 
typing: 

L (RETURN) 



The Computer will respond, 

"MAIL WAY CONNECTION TIME (HH :MM) 
"OKAY TO DISCONNECT (YES/NO) ?" 

Type: ' . YES 

'•• ' or ' 
Y (RETURN) 



NOTE: The DELETE command can be used to delete OUTBOX * 
messages exactly the same way as INBOX messages. Just 
replace the word INBOX with OUTBOX. 
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CREATING AND SENDING MESSAGES 

c , "''•.*' 

/Messages can be created while you are Interactive with the main 
computer, or can be created In batch node on your own computer when you 
are not dialed In. Your computer may have special programs In It which 
allow you to create messages and s.tore them until you are ready to dial 
in and send then' through the main computer. Several messages .can be 
• created and stored In jone place in your computer, so that when. you are 
Interactive with the main computer you can send them all at once. This 
cuts down the amount of .time that you need to be dialed Into the main . 
computer. Different computers vary In the way they operate In batch 
mode. For this reason, we will show you how to create messages while 
you are -Interactive with the main, computer. For further Information on 
- how to send batched messages, see the Electronic Mall System MAIL WAY 
Batch Mode Reference Guide . 

In the CREATE function you will see prompts for line numbers, different 
message, section headings, and questions to which you will respond YES 
or NO. Y and N may be used 1 n place of YES and NO..- After each 

response or line you type, press the RETURN key. J 

./ • ■ • • ■ 

'The letter T, M, or D will follow each line number and stand for the 
text, mailin g parameter, or d i stribution parameter sectio ns, 
respectively. • " . , ~ ; —^7- 

* » 

The Text section of your message Is the actual body of the message. 

The Mailing parameter section lists the Priority and Security of the 
•message and the Home Confirmation and Reply Requested values. These 
• are default values, meaning they are automatic. This Is Information 
that the MAILWAY system gives you and you usually accept wfthout 
changing. " , k 

When creating messages, never change, the. Priority or Security values. 
These values have been set up by the Postmaster to Insure that messages 

<_ L^are sent and distributed properly. The Home Confirmation option should 

also keep the default value. The Reply Requested value may be changed. 

The Distribution parameter section of your message Is where you list .* 
the address for users to receive the message. As with the postal 
service, mall 1s sent to a specific address. An address can refer to 
an Individual, as In the c&se of a Board of Education Member, or to a 

?roup, as In the. case of a District off Ice. Normally, the name of the 
ndlvldual, district, or other office will be used as the address. One 
valid address may be listed per line. A list of valid MAILWAY 
addresses can be found on the page 1 of this guide. Mall can also be 
sent to common groups of mal.1 boxers, using what Is called an address 
11st. The address list name Is entered on the distribution line. If 
you needed to send the same message to a particular group of MAILWAY 
users, you would use one address for that aroup. An example of this 
would be sending the same message to all district offices. Regardless 
of their location, each office would' receive a copy of the message.* 
The MAILWAY Postmaster creates the group address lists. A list of 
current address list names can be found on page 2 of this guide. 
If an Invalid address Is given on a distribution parameter 1 Ine, 
MAILWAY will display an error message. 

ERJC ' . n . ab 
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.Occasionally, 1t w11> te nepessary for tht Postmaster to change an 
address. You may want to keep a copy of tht valid addresses handy so 
that you can write any changes v down when notified by the Postmaster. 

A sample CREATE session 1s shown. below (responses you alve the computer 
are underscored), followed by an exercise to help you learn how to^ 
create a message. 



Creating a Message Session 



? CREATE 

OUTFOniUMBER: 4 
TITLE : PRACTICE MESSAGE 
***TEXT ENTRY*** 
100T THIS IS A TEST MESSAGE FOR THE POSTMASTER. • 
200T PLEASE 5AT HbLLO. " / 1 

300T PLEASE* DELETE WHLM RECEIVED. . } 
400T rWjgj tou' ~~ 
500T 7TWF T . 

***MATITNG PARAMETERS ENTRY*** 
DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) ? NO 



600M PRIORITY: 3 
700M SECURITY: 3 
800M HOME CONFIRMATION: NO 
900M REPLY REQUESTED: NO 



CHANGE 
CHANGE 
CHANGE 
"CHANGE 



VALUE 
VALUE 
VALUE 
VALUE 



lOOOM REPLY DATE: (MM/DD/YY) ? 01^07/85 



(YES/NO) 
(YES/NO) 
(YES/NO) 
(YES/NO) 



? 
? 
? 
? 



NO 
TES 



^♦DISTRIBUTION PARAMETER ENTRY" 
1100E MPOSTMASTER 

1200D 7nnr 

OUTBOXHUVlBER 4 
TITLE: TEST MESSAGE 
SEND .(YES/NO) ? YES 

ITEMED 001-23741TKAS BEEN PREPARED FOR SENDING 
? L 

MATLWAY CONNECTION TIME (HH:MM)1 1 :12 
OKAY TO DISCONNECT (YES/NO) ? YES 
CURRENT MAIL WAY SESSION HAS BEHTTERMINATED- 
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Extrcltt 4 - Crtttlnq tnd Stndlng i Mttstq t 

1. Dial Into tht ■•in coiputtr and log on. 

2. Typt tht following Instruction: CREATE (RETURN) 

3. Obttrvt that tht coiputtr rttpondtd with an OUTBOX nuabtr. 
Rtatabtr that attttgtt you crtatt art put In tht OUTBOX ttctlon of 
your ■airjfcflx. Thty art attlgntd an OUTBOX nuabtr when you crtatt 

4. Your *1rtt prompt It for tht tltlt of tht atttagt. 

5. In rttpontt to this proapt, typt: 

PRACTICE MESSAGE (RETURN) 

IMPORTANT - Mttttgt tltltt autt ntvtr bt ovtr 25 
characttrt long. 

6. Tht coaputtr will rtspond with a lint that says: 

♦♦♦TEXT ENTRY*** 

This Indicates that you art how In tht ttx t tnr, ry ttctlon of tht 
■tstagt. This It tht ttctlon whtrt tht actual lints of tht 
■tstagt art typtd In. 

7. Your ntxt proapt It for tht flrtt lint of tht ■tstagt (tht flrtt 
ttxt ttctlon lint). You can corrtct typing trrort utlno tlthtr 
tht CONTROL H or tht BACKSPACE ktyt, dtptndlng onyour 
coiputtr. Afttr tach lint Is typtd In, prtss tht RETURN kty. In 
rttpontt to: , . # 

100T typt: THIS IS A TEST MESSAGE FOR THE POSTMASTER. 

200T typt: PLEASE SAY HELLO. 

300T typt: PLEASE DELETE WHEN RECEIVED. 

400T typt: THANK YOU. 

BOOT typt: /END 

IMPORTANT - L«*i«, in tht ttxt ttctlon of your atssagt Must ntvtr 
bt ovtr 71 characttrs long. 

8. Ntxt to lint BOOT, you typtd: /ENO. This coaaand will tnd tht 
ttxt ttctlon of your atssagt and btgln tht ■ailing paraatttrs^ 
tntry ttctlon. Tht Mailing paraatttrt ttctlon asks qutttlons/ 
that will dtttralnt how your atssagt will bt ttnt. 7 
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Typt In tha following rasponsts to tht ntxt quastlons askad. 

DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) 

? NO - 

700N PRIORITY 3 CHANGE VALUE (YES/NO) ? NO I 

HOOM SECURITY 3 CHANGE VALUE (YES/NO) ? NO 

900N HONE CONFIRMATION , CHANGE VALUE (YES/NO) ? NO 

1000M REPLY REQUESTED CHANGE VALUE (YES/NO) ? YES 
REPLY DATE: 01/07/85 

If you had tnttrtd YES 1n rtsponst to tht first qutstlon abova, 
tht dtfault Mailing paraMtttrs would havt bttn ustd to stnd your 
Mtssagt. Dtfault valuta art automatically asslgnad by tht '* 
coaputtr. \^ 

NEVER cntngt tht dtfault valuta of 3 on tht Priority or Stcurlty 

?arantttrt. 
ht dtfault valut on Hon Confirmation is NO. Do not changa this 
valut. 

Tht dtfault valut on Rtply Rtqutsttd Is NO. By changing It to 
YES, you can statt that you want a rtply to your ntssagt. Tht 
conputtr prompts you for tht data that you want tht rtply. 
Uhtn tht rtclpltnt prints tht Mtssagt, a lint statlno that a 
rtply Is rtqutsttd on tht sptclf ltd data will bt Includtd. 

Afttr you answtr all of tht qutstlons In tht Mailing paramtttr 
stctfon, tht coMputtr will display: 

"♦♦DISTRIBUTION PARAMETERS ENTRY*** 

In this faction you typt In a valid addrtss of who Is to rtctlvt 
tht Mtssagt. You can sand a Mtssagt to Mort than ona addrtss, 
but Matt surt'tht. you typt onlv ont addrass In tach lint. 
(Prass tht RETURN It ty afttr tach 1 1nt. ) In rasponsa to: 

1100D typt: MPOSTMASTER 
1200D typt: /END 

MPOSTMASTER Is tht valid addrass for tht PostMasttr. If you had 
wanttd to stnd tht Mtssagt to a group of ustrs using ont addrass, 
you would usa ona of tha group addrtssts found on paot 2 of this 
gulda. Tht /END coMMand you typtd In lint 1200D will and tht 
distribution parattttr taction. 

Tha coMputar rasponds with tha OUTBOX nuMbtr and tha tltla of tha 
Massaga. Tht ntxt proMpt you gat will ask If. you want to sand 
tha Mtssaga: 

SEND (YES/NO) ? 

Naxt to tht qutstlon Mark, typa: YES 

or 

Y (RETURN) 
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Tht ntxt 11nt will sty: 

ITEM ID ###-##### HAS BEEN PREPARED FOR SENDING 

and your Mtssagt will havt bttn stnt. 

12. RtMtMbtr that you INB0& contains Mtssagts stnt to you and your 
QUTBOX contains Mtssagts you havt crtattd. Any Mtssagt you 
crtatt and sand will rtMaln In your OUTBOX until you dalttt It, 
To saa that tht Mtssagt you just stnt Is still In your OUTBOX, 
list your OUTBOX Indtx. 

•a. Typt: OUTBOX (RETURN) 

b. Nott that tht Mtssagt you just crttttd and stnt Is llsttd In 
tht Indtx. 

b. Clost tht nallbox With L (RETURN) 

c. In rtsponst to tht qutstlon, "OKAY TO DISCONNECT?", 
typt: YES 

•or 

Y (RETURN) 



In this txtrclst you crtattd a Mtssagt whllt Inttractlvt with tht Main 
coMputtr. Tht ttltphont was btlng ustd tht wholt tlMt, and you wart 
btlng chargtd for tht ust. Thtst art soat of tht^ ways that you can 
kttp your onllnt tlMt to a Mini mums 

Crtatt Mtssagts ahaad of tlMt; know what you want to say so 
you won't havt to coMpost as you go. Havt tht Mtssagt 
wrltttn down Md work froM that whllt you' rt onllnt. 

- Havt tht valid \ns addrtssts rtaoy btfort you log on. Thts 
savts you tht tlW^fitarchlng for th« addrtss whllt you'ra 
onllnt. 

- Bt fa'Mlllar with NAIL NAY coMMtnds andprdctdurts btfort 
logging on. 

- Crtatt Mtssagts In batch Modt. This prottdurt Is txplalntd 
in tht Eltctronlc Mall SysttM MAIL WAY Batch Modt Rtftrtnct 

Quldt . ~ ■ — : — : — — 
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SENDIMG A MESSAGE ALREADY CREATED 



You learned In tht last exercise that when you create a message, you 
automatically oat a prompt that asks If you Want to sand the message. 
You will usually respond YES to tha sand prompt. There lay ba tints 
however, whan you will want to wait be'ore you sand tha message. If 
you raspond NO to tha sand prompt whlla In tha CREATE function, tha 
message will not ba sent, but a copy of It will ba storad In your 
OUTBOX. Whan you do dad da to sand tha message, you can usa tha SEND 
command. It allows you to sand messages from your OUTBOX when you ara 
not In the CREATE function. 



txerclse 5 - Sending a Message from the Outbox 



Follow the steps below to practice sending a message that you have 
already created. 



1. Call the main computer, and' log on. 

2. Walt for the first ? prompt. 

3. Type OUTBOX and press RETURN. 

4. Make a note of the number of the message With the title "PRACTICE 
MESSAGE". (This was the* message you created In the last 
exercise. ) .*'../' 

# , 

There are four different formats of the SEND command that you can 
use at the ? prompt, all listed below. 
# stands for the message number. 



(1) SEND # 

(2) S # 

(3) SEND 

(4) S 



If you specify the message number with the SEND command, as In 
examples 1 and 2, the computer w1 11 respond with the message 
title. 

If you type only SE.ND or S, as In examples 3 and 4, the computer 
will prompt you for the message number. 
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At tht ? 
ask for 
tltltd, 



prompt, 
.tht it ft 

"PRACTICE MESSAGE 



tnttr SEND (RETURN) . Tht ntxt lint should 
agt nuwbtr. Typt In tht nuMbtr of tht Mtssagt 
and prts's RETURN, as shown btlow. 



? SEND (RETURN) 
SEND OUTBOX NUMBER: 



# (RETURN) 



6. Tht tltlt of tht Mtssagt and * stnd pronpt .will- bt llsttd. Typt 
In YES or Y (RETURN). A ctssagt saying tht IttM ID has bttn 
prtpartd for sending Mill bt dlsplaytd and your Mtssagt will bt 
stnt. 

TITLE: PRACTICE MESSAGE / 

SEND (YES/NO) ? YES (RETURN) 

ITEM ID ###-##### HAS BEEN PREPARED FOR SENDING 

7. Log off froM tht iftaln conputtr. 



An OUTBQX Mtssagt Must havt at Itast ont ttxt lint followtd by valid 
Mailing and distribution paraptttrs to bt stnt. If you rtqutst a 
Mtssagt to bt stnt and do not havt all of tht nttdtd InforMatlon, a 
Mtssagt will bt dlsplaytd showing tht Missing or Invalid InforMatlon. 
How to tdlt a Mtssagt alrtady crtattd Is dlscusstd lattr In this Manual 
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THE HELP COMMAND 

a 

The HELP connand will 11st all of the valid MAILWAY connands. 
To get a detailed description of one of the connands, type an H, 
followed bv the full connand word. For example, If you want to learn 
about ^he CREATE connand, you would type HCREATE and press RETURN. 

Exercise 6 - Using the HELP Connand 

1. Dial Into the main conputer and log on. 

a. Now you have your first question nark pronpt. 

b. Type In this response: HELP 

c. Then press: RETURN 

d. Walt for the response to the HELP connand to print out. It 
list of the EMS connands. 

i # -- 

2. a. Beside the next ? pronpt, enter: 

HCREATE (RETURN) 
b. This Is a detailed description of the CREATE connand. 

3. At the next ? pronpt, log off. 
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EDITING A MESSAGE WHILE IN THE CREATE FUNCTION ^ 

You've already learned how easy It Is to create and send a Message. 
You will be pleased to know that a Message can be edited before It Is 
sent. You can learn how to edit a Message by typing Instructions to 
line number prompts. These Instructions will allow you to re-do a 
parts of a Message that you are creating. 

Below Is an exercise to learn how to use the special edit commands 
while In the CREATE function. V 

Exercise 7 - Editing a Message In the Create Function 

1. At the ? prompt, type: C or CREATE -and press RETURN 
The computer wll 1 respond with the OUTBOX number. 

2. Now begin typing the message, pressing RETURN after each line. 

TITLE: EDITING PRACTICE 
***TEXT ENTRY***" 

100T THIS IS A PRACTICE MESSAGE. ° I AM LEARNING HOW 
200T TO EDIT A MESSAGE. ■ « 

300T DELETE THIS MESSAGE WHEN YOU RECEIVE IT. 
400T / 

3. The slash (/) entered on line number 400T returns a ? prompt. 
This allows you to Insert new lines, rewrite lines, or delete 
lines In your message. Here you will rewrite line 200T. Next to 
the ? prompt, type 200T and the revised text, the letter T must 
be used with the line number. The T tells the computer that you 
are changing a text section line. 

? 200T TO EDIT A MESSAGE WHILE CREATING IT, 

1 4. Press the RETURN key. The next line number prompt will begin 
where you entered the slash, In line number 400T. This allows 
you to enter another command for editing, enter more text lines, 
or end the text entry section. End the text entry section by 
typing /END next to line 400T: 

400T /END 

5. This will begin the mailing parameters section, type YES 
(RETURN) to the default mailing parameters question. 

. ***MAILING PARAMETERS ENT4Y*** 
00 YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) 
? YES 

400M PRIORITY: 3 
500M SECURITY: 3 
600M HOME CONFIRMATION: NO 

700M REPLY REQUESTED: NO 3$ 



Tht nailing paraaatar dafaults art prlntad, than tha distribution 
paraaatar faction will bagln. 

6. Typt MBULLETIM naxt to Una 8000 and prats RETURN. 

♦♦♦DISTRIBUTION PARAMETER EMTRY*** 
8000 MBULLETIM 

Distribution paraaatar Unas can also ba Insartad, rawrlttan, And 
dtltttd. Hara you Mill rawrlta Una 8000, changing MBUL1ETIN to 
MPOSTMASTER. Typt / naxt to Una 9000 and prass RETURN. . > 

> 9000 / 



7. The slash (/) you typed naxt to Una 9000 raturns a ? prompt. 
Now you can rtwrttt lint 8000. Naxt to tha ? typa: 

? 8000 MPOSTMASTER and prass RETURN 

% ' < I 

. ■ f 

Observe that a distribution taction Una can ba changed tha saae way as 
a ttxt taction Una. Tha only dlfftranct Is that you Must specify that 
you are changing a distribution lint by typing a 0 naxt to tha Una 
nuaber. v 

It Is also posslbla to adit a text taction Una while 1n tha 
distribution taction. Typing a T or a D naxt to tha lint nuaber will *■ 
determine which taction you are editing. * 

Again, tha naxt Una nuabar pfowpt will bagln where you entered the 
slash. Thlt allows- you to enter another coaaand fqr adltlng, enter 
aora distribution sactlon Unas, or and tha distribution paraaatar 
sactlon. 



8. Hara you will laarn anothar coaaand to usa whlla In tha CREATE 
function. It can ba used to list all of tha lints In your . 
aessage, allowing you to varlfy that all of tha changas you aade 
ara correct. 

Typa /LIST (RETURN) naxt to Una 9000: 
9000 /LIST and prass RETURN 



31 



Tht following will bt prlnttd: 

*** (LISTING OF THE OUTBOX ITEM *** 
TITLE: EDITING PRACTICE 

1221 f PRACTICE MESSAGE. I AM LEARNING HOW 

200T TO EDIT A MESSAGE WHILE CREATING IT. 

4 3 o°s; ii\iiWi" l i MESSA6E mhem You RECE,vt ,T - 

SOOM SECURITY: 3 

600M HOME CONFIRMATION: NO 
700M REPLY REQUESTED: NO 
: 8000 MPOSTMASTER 

*** COMPLETION OF THE LIST OUTBOX **.* 

/! l i«5 M iJ , 8 t ??" btr Proipt will btgln whtrt you tnttrtd the 
dilflihSJ fllT y0U *! •nothtr tdit comand, -tnttr .ore 

ill K[ b iu ?MlJ t ?5r!?r t ! d d1 «tr1but1on stctlon. While you 
a rt itlll In tht CREATE function, practice dtlttlng a lint. To 

J25..i2 ct1 ! n J ttttr (T or °> ntxt t0 tht 7 prompt and prtss 
RETURN. Follow thett sttpt to dtTtti lint 300T: 

Typt / and prtss RETURN ntxt to 11 n't -9000 to gtt tht 
t prowpt: 

« ■ . 

900D / 

Typt 300T and prtss RETURN ntxt to *tht ? prompt: 
? 300T . 

• !' M 22£I •» n 2! 1 * no " bt ftltttd. Enttr /LIST PET ntxt to 
lint 9000. This will list all of tht lints In your itssaat 
Notlct that lint 300T Is gont and that tht /LIS? command 9 ' 
rtnuibtrti. your lints. . ,nB 

V { 

Now try Instating tht stmt lint you Just dtltttd back Into tht 
mtssaat. LooMng at tht last listing of tht mtssagt. you will 
stt that you want to Instrt tht lint bttwttn 200T and 300T. You 
can sptclfy a lint numbtr somtwhtrt bttwttn 200T and 300T to 
Insurt tht corrtctxp^lactitnt of tht lint. 

To Instrt tht lint, follow thtst sttps: 

Typt / (RETURN) ntxt to lint 800D; 

GOOD I \ 
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; At tht ? proaptr typt ttw-followl ng: r - ~a - — 

> 250T DELETE THIS MESSAGE WHEN YOU DECEIVE IT. 
Type /LIST (RETURN) ntxt to line 9Q0D: 
9,000 /LIST 

■ ' ... 
Note that by using 25QT as the lint to be Inserted, .the lint was 
. plactd bttwttn 200T and 300T. .Tht /LIST con and rtnuabtrtd tht 
lints. Tht atssagt should now look as It did originally. 

f3. If you had stvtral lints to Instrt Into a Message, and thtrt were 
no avalUblt lint nuabtrs rtaalnlng within tht dtslrtd range, you 
could use the /LIST coaaand to rthuabtf your lines then finish 
Inserting. 

.. . •• . \ i - - ■ 

Typt /END (RETURN) to end tht distribution stctlon: 

, 9000 /END • " * * .". 

The OUTBOX nuaber and tht title of tht aessage will bt printed. 
Typt tht NO or N (RETURN) to tht SEND prompt; 
SEND (TES/N0) ? N (RETURN) 

14. This aessage will stay In tht OUTBOX stctlon of your mailbox 
until you dtlttt It. Evtn If you had stnt.1t. It would rtaaln 
thtrt. TO stt that tht aessage 1s thtrt, list tht OUTBOX Index: 

? OUTBOX (RETURN) ' 

Nott that tht atssagt with tht title "EDITING PRACTICE" Is listed 
In your OUTBOX Indtx; 

15. Log off tht coaputer. A list of tht special editing coaaands Is 
on the ntxt page. 
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Thee* -are tto^e^t-commends th*% »*y btriiftd whllt crt*t4«s * nt*»a9t; 
CONTROL H or 

BACKSPACE May bt ustd td . backup one or more characters. The computer 
you are using may accept 0 one or both of these fo-mats. 



The / command may be used while 
distribution parameter section, 
mark so that' you can give a new 
or delete a&llne. 

To Insert a line , type In a new line number followed by a T 
or a u. rne new line number must be within the range of 
1 1ne numberr for the section it Is to be Inserted Into. If 
available* line njumbers the /LIST command can be 
all lines In multiples of 100, so that you 



0. The 
numberr 
there are no 
used to renumber 
can Insert lines. 



In the text section or the 
This will return a question 
command to Tnsert, rewrite, 



To rewrite a line , type In the line number and the letter T 
nr rewriting a line of text) or 0 (If rewriting a 
distribution line), and type In the new Information. 
To delete. a text or distribution line , type In the line 
numDer followed Dy tne letter T or D and press the RETURN 
key. 



/LIST 



/LIST may be typed while lb the text section or distribution 
parameter section. This command will renumDer all lines In 
mult 4 pies of 100 and print the outbox message being 
created. This command must be given with tnt slash and the 

full word; y —■" — 



/END 



If you are In the text section then /END will bring the you 
Into the mailing parameter section. The mailing parameter 
section will automatically lead Into the distribution 
parameter section. If you have finished the distribution 
parameter section, /END will end the CREATE command and ask 
If you want -to send the outbox message just dreated. This 
command must be givtn with the slash and the full word. 
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REPLYING TO A MESSAGE 



The REPLY command will allow you to reply to a specific INBOX Hen (a 
Message sent to you). The REPLY com and 1s similar to the CREATE 
coniand, because you are actually creating a message. The REPLY 
command however, w11V use the title of the message you are replying to 
for the title of your message. The command also enters the author of 
the message you are replying to as the user ^who 1s to receive your 
message. 

A sample REPLY session 1s shown below (responses to the prompts are 
underscored). An exercise on replying to a message begins on the next 
page. \ ' 



1 REPLY . 
INTOTRUMBER ? 3 
TITLE: PR0DUCTI7ITY 

REPLY (YES/NO) ? YES 
OUTBOX NUMBER: ** 
TITLE: PRODUCTIVITY 



Reply Session 



MEMO AUTHOR: JGAYNOR 



ITEM 10: 001-0082M 



MEMO 



CHANGE TITLE (YES/NO) ? NO 



***TEXT ENTRY*** 

I OPT THE STATISTICS FOR NOVEMBER INDICATE 
200 T AN INCREASE IN TRIPS TO BOSTOff "." 
300T /END : ~ . 

*** mthtnci Parameter entry.*** 

400m priority: 3 y change value (yes/no) 

50bm security: 3 . change value (yes/no) 

600m home confirmation: no change value (yes/ho) 

700m reply requested: no change value (yes/no) 

***distributi0n parameter entry*** 

1000d mpostmaster 

I I ooo TEiro ! 

OUTBOX"MUHBER: 6 ~~ 
TITLE: PRODUCTIVITY MEMO 
SEND (YES/NO) ? YES 

ITEM ID 001-00841THAS BEEN PREPARED FOR SENDING 



? 
? 
J 
? 



NO 
W5 
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Exorcise 8 - Replying to • Message 

♦Practice using the REPLY comnd by following the stops below. 

1. Call the computer, and log on. 

* ■ ° 

2. List tht INBOX message Index (messages sent to you) by typing: 

INBOX (RETURN) 

3. Choose a Message that you would like to reply to (print the 
entire Message If necessary) and Make a note of tlje Message 
number. . / • . 

4. At the ? prompt, type: 

REPLY '• i . 

R • (RETURN) 

5. The computer will ask for" the Inbox number of the Message you are 
replying to. Using the Message number you noted In step 3. 
answer the prpMpt as shown below: * 

/ INBOX NUMBER ? # (RETURNS 

1 ■ 

NOTE: You ajso have the option of typing the Message, number ne 
to the REPLY command. The different forma-ts for using ih% RE 
coMMand are: REPLY #, R,#, REPLY, and R. ' • 

6. Next the title, author, and MAIL ITEM ID will be printed and you 
will be asked If this Is the correct Message. Answer YES or Y : 

~"mmm *^I ITL * ! XXXXXXXXXXXXXX/ AUTHOR :.XJlXXXXXX ITEM 10: 
###-##### j 

REPLY (YES/NO) ? YES (RETURN) ' J 

7. TheOUTftoX number and the title of the message will be prlntei. 
Next to the title, a prompt will ask If you want td change the 
title. Type YES or Y (RETURN) to tflls prompt. -^Phe next 
lines will list the OUTBOX number again, and allow you to -type In 
a new title. Type the title as listed below and press .RETURN: 

OUTBOX NUMBER: # 

TITLE: XXXXXXXXXXXXXXX CHANGE TITLE (YES/NO) ? YES 
OUTBOX NUMBER: # • 
TITLE:- REPLY PRACTICE- 
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Cotplttt tht ttxt and ■tiling parantttr stctlons as llsttd 
btlow. Rewttbtr that you should NEVER chtngt tht Priority and 
Stcurlty vtluts of 3 or tht Homo Confirmation valut of NO. 

***TEXT ENTRY*** 

100T I AM PRACTICING THE REPLY COMMAND. YOU MAY 
200T DELETE THIS MESSAGE WHEN YOU RECEIVE IT. 
300T /END * 
***MAIIIN6 PARAMETERS ENTRY*** 

30GM' PRIORITY: 3 CHANGE VALUE (YES/NO) ? NO * 

400M SECURITY: 3 CHANGE VALUE (YES/NO) ? NO 

500M HOME CONFIRMATION: NO CHANGE VALUE (YES/NO) ? NO 
600M REPLY REQUESTED: NO CHANGE VALUE (YES/NO) ? NO 

Tht distribution section will follow, and' will automatically glvt 
you tht first distribution ptrtwtttr. This 1s tht sans naat as 
tht author of tht wtssagt you art rtplylng to. Typt /END 
(RETURN) In lint GOOD to and tht distribution parantttr taction. 

♦"DISTRIBUTION PARAMETER ENTRY*** 
700D XXXXXXXX 
8000 /EMD 

Tht OUTBOX nuabtr and tltlt of tht wtssagt will bt prlnttd. Tht 
ntxt prompt will ask If you want to sand tht atssagt. Answtr 
YES or Y (RETURN). A ntsstgt saying tht ftta has bttn prepared 
for sending will bt prlnttd, 

OUTBOX NUMBER: # 
TIT4.E: REPLY PRACTICE 
SEND (YES/NO) ? YES 

I TIM ID ###-##### HAS BEEN PREPARED FOR SENDING 
Log off fro« tht «t1n co«puttr. 



n 
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FORWARDING A MESSAGE / 



Tht FORWARD connand will allow you to sand received INBOX Messages to 
.' other jsers. To Insura that tha Message stays tha saaa, the FORWARD 
comaand dots not parent changes to tha tltla or tha taxt. Only tha 
distribution parameters, lay be entered. 

A sasslon showing tha FORWARD connand Is listed below (rasponsas to 
prompts ara underscored). Starting on tha naxt paga Is an exercise to 
follow that uses the FORWARD comand. 



Sawpje Sasslon Using FORWARD 



? FORWARD 
IMTOTRuTlBER ? 3 

TITLE: TASK FORTE MEETING AUTHOR S. JONES ITEM ID: 001-0079M 
FORWARD (YES/NO) ? YES 

OUTBOX NUMBER: 10 

TITLE: TASK FORCE MEETING 

♦♦♦MAILING PARAMETER ENTRY'*** 

100M PRIORITY: 3 CHANGE VALUE (YES/NO) ? NO 

200M SECURITY: 3 CHARGE VALUE (YES/NO) ? TO 

300M HOME CONFIRMATION: NO CHANGE VALUE (YES/NO) ? TO 
400M REPLY REQUESTED: NO CHANGE VALUE (YES/NO) ? TO 
♦♦♦ DISTRIBUTION PARAMETER ENTRY *** — 
SOOD MANCH0RA6E 
600D /END 

outboxTOmber 10 N 

TITLE: TASK FORCE MEETING 
SEND (YES/NO) ? YES 

ITEM ID 001-00821TTTAS BEEN PREPARED FOR SENDING 

? 
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Practlct using tht FORWARD coaaand |y fol lowing tht stops btlow. 

1. Call tht coaputtr, and log on. .~ r '~ ' - \ 

2. List tht. INBOX Msiagt 1ndtx (wttsagts $tnt to you) by typing: 
' INtOX' (RETURN ) 

3. Choost a atssagt to. forward (print tht tntlrt atssagt If 
ntctssary) and aakt a nott of tht atssagt nuabtr. 

4. At tht ? prompt, typt: 

FORWARD 

or 

F (RETURN) 

5. The coaputtr will ask for tht Inbox nuabtr of tht atssagt you 
art forwarding. Using tht atssagt nuabtr you nottd In sttp 3, 
answtr tht proapt as shown btlow: 

INBOX NUMBER ? # (RETURN) 

« NOTE: You also havt tht. option of typing tht atssagt nuabtr 
ntxt to tht FORWARD coaaand. 

Tht dlfftrtnt foraats for using tht FORWARD coaaand- art: 
FORWARD #, 

F #, FORWARD, and F. 

6. Ntxt, tht tltlt, author, and NAIL ITEM ID will bt prlnttd and 
you will bt asktd If this Is tht corrtct atssagt. Answtr YES 

. or Y : 

TITLE: XXXXXXXXXXXXXXX AUTHOR: XXXXXXXX ITEM ID: 
###-##### 

FORWARD (YES/NO) ? YES (RETURN) 

7. Tht OUTBOX nuabtr and tht tltlt of tht atssagt will bt prlnttd. 

OUTBOX NUMBER: # 
TITLE: XXXXXXXXXXXXXXX 

8. Coaplttt tht aalllng paraatttr stctlon as llsttd btlow. 
Rtatabtr that you should NEVER changt tht Priority and Stcurlty 
valuta of 3 or tht Hoat Confirmation valut of NO. 

♦♦♦MAILING PARAMETERS ENTRY*** 

300M PRIORITY: 3 CHANGE VALINE (YES/NO) ? NO 

400M SECURITY: 3 CHANGE VALUE (YES/NO) ? NO 

500M HOME CONFIRMATION: NO CHANGE VALUE (YES/NO) ? NO 

600M REPLY REQUESTED: NO CHANGE VALUE (YES/NO) ? NO 
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9. Tht distribution stctlon will follow. Typt MPOSTMAST ER ntxt to 
tht flrst^rtrTbutlon lint and press RETURN. Typt /END 
f RETURN ) In tht ntxt lint to tnd tht distribution parameter 
section. 

NOTE: You can use tht edit coiiindt, / and /LIST, to changt lints 
while In tht distribution parameter stctlon. 



10. Tht OUTBOX number and title of tht message will bt printed. 
Tht ntxt prompt will ask If you want to stnd tht Message. 
Answer NO or N (RETURN) 




♦♦♦DISTRIBUTION PARAMETER ENTRY^ 
7000 NPOSTNASTER 
800D /END 



OUTBdX NUMBER: # 

TITLE: XXXXXXXXXXXXX 

SEND (YES/NO) ? NO 

OUTBOX NUMBER # HILL NOT BE SENT 



Log off from tht main computer. 
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COPYING A MESSAGE 



Tht *OPY command will copy an INBOX message Into an OUTBOX message to 
that It can bt edited and font. Follow tht stops below to learn tht 
COPY connand. ° 



Extrcltt 10 - Copying t Message 

1. Dial Into tht main computer and log on. 

2. At tht ? prompt, type: 

COPY 

or 

CO (RETURN) 

3. Tht conputtr will ask for tht Inbox number of the message you art 
copying. ^Answer tht pronpt as shown below, using tht number of an 

INBOX message you would like to copy. 

. INBOX NUMBER ? # (RETURN) 

NOTE: You also have the. option of typing the message number next 
to tht COPY connand. The different formats for using the COPY 
connand are: COPY #, CO #, COPY, and CO. 

4. Next, the title, author, and MAIL ITEM ID will be printed and you 
will be asked If this Is the correct nessage. Answer YES or Y. 

A message will be displayed giving the new OUTBOX message number. 

TITLE: XXXXXXXXXXXXXXX AUTHOR: XXXXXXXX ITEM Ifr: 
###-##### 

COPY (YES/NO) ? YES (RETURN) 

INBOX NUMBER # HAS BEEN SUCCESSFULLY COPIED INTO OUTBOX 

NUMBER # 

NOTE: If the COPY command Is used on an INBOX message that Is not 

Krlntable, the INBOX message will not be copied. A message will 
e displayed saying the message is In unprintable format. 

5. To see that the message has been copied Into an OUTBOX Item, list 
the OUTBOX Index. At the ? pronpt, type OUTBOX (RETURN) 

? OUTBOX (RETURN) 

6. You probably noticed that when you Issued the COPY command, you 
were not given the chance to change the title, text or any other 
parameters. To change the newly created message, you must use 
the EDIT command, which 1s explained after this exercise. 

7. Log off from the main computer. 
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EDITING A MESSAGE ALREADY CREATED 



at 
re 



There It a special EDIT command which allows you to edit a message th 
1s already In your. OUTBOX. The editing commands /, /LIST, and /END a 
use"*. The only difference Is that you are not In the CREATE function 
when you are using then. 

Here you will learn how to change an OUTBOX Item (a message that you 
have already created) using the EDIT command. The EDIT command allows 
changes to OUTBOX Items that have been created using the following 
commands: 

CREATE 
COPY 

REPLY ' .". 

FORWARD 

If the OUT BOX message was created using the CREATE. COPY, or REPLY 
command : - ■ ■ 

any line In the outbox message, title, text, or mailing or 

distribution parameter may be edited. 

SpeclaVnote: The first time an OUTBOX message which was created 
by the COPY command Is edited, the computer will automatically 
begin the mailing parameter section followed by the distribution 
section. 

y f the OUT BOX message was created with the FORWARD command : 
only tne mailing and distnoution lines may be changed. 



The editing commands used while In the EDIT function are: 
/, /LIST, and /END 



BACKSPACE or 
CONTROL H 

ESC (RETURN) 



May be used to backup one or more characters 

May be used to get out of the EDIT command. The 
old OUTBOX message will stay the same/but a new 
OUTBOX message will be created which has all the 
changes that were made during the edit session. 
The only exception Is when the message being 
edited was created with the FORWARD command. In 
this case, the original OUTBOX message Is replaced 
with all the changes that were made during the 
EDIT session. 



46 



9 

ERIC 



- 42 - 



Tht following Is • stiplt session using tht EDIT coaiund. Rosponsts to 
prompts art undtrllntd. 



Edit Stsslon 

? EDIT OUTBOX 4 
OUT BOX NUMBER 4 
TITLE: TEST MESSAGE 
CHANGE TITLE (YES/NO) ? NO 
? /LIST ~~ 
lOtTTTRlS IS A TEST MESSAGE FOR THE 
200T MAIL WAY POSTMASTER. 
300T PLEASE DELETE WHEN RECEIVED 
400T THANK YOU 
SOOM PRIORITY: 3 
. 600M SECURITY; 3 

700M HOME CONFIRMATION: YES 
800M REPLY REQUESTED: NO 
900D MPOSTMASTER 
lOOOD /DIVRE 

♦♦♦COMPLETION OF THE LIST -OUTBOX*** 
? 3QOT PLEASE READ THEN DELETE. 

? ynnr — — ~ — 

REPOSE OR CREATE A NEW ITEM BEFORE EXITING (YES/NO) ? YES 

REPLACE OUTBOX NUMBER 4 (YES/NO) ? YES 

OUTBOX NUMBER 4 REPLACED 

SEND (YES/NO) ? NO 

OUTBOX NUMBER 4 TTTLL NOT BE SENT 
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Extrclst 11 -Tht EDIT Comwd 

Practlct tdlting a wtssagt that was crtattd with tht CREATE , COPY, or 
REPLY cowwand: 

1. Got tht ttrwlnal rtady, call tht cowputtr, and optn your wall box. 

2. Crtatt a ntssagt to ust for tdlting using tht following sawplt: 
? CREATE 

OUTBOX NO: # 

TITLE: EDIT OUTBOX PRACTICE 
♦♦♦TEXT ENTRY*** 

100T THIS MESSAGE WILL BE USED FOR EDITING PRACTICE. 
200T I AN CREATING IT USING THE CREATE COMMAND. 
300T /END 

♦♦♦MAILING PARAMETERS ENTRY*** 

DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) ? YES 
300M PRIORITY: 3 
400M SECURITY: 3 
, 500M HOME CONFIRMATION: NO 
600tf REPLY REQUESTED: NO 
♦♦♦DISTRIBUTION PARAMETERS ENTRY^** 
700D MPOSTMASTER 
800D /END 
OUTBOX NO: I 

TITLE: EDIT OUTBOX PRACTICE 

SEND (YES/NO) ? NO 

OUTBOX NUMBER # WILL NOT BE SENT 

3. Now you can tdlt tht OUTBOX ntssagt you havt crtattd. 

At tht ? prowpt, typt: 

EDIT . 

or 

E (RETURN) 

4. Tht cowputtr will ask for tht OUTBOX nuwbtr of tht wtssagt you 
art tdlting. Typt tht wtssagt nuwbtr of tht wtssagt you just 
crtattd and prtss RETURN: 

OUTBOX NUMBER ? # (RETURN) 

Whtn Issuing tht EDIT cowwand, occasionally tht conputtr will 
choost tht wtssagt nuwbtr frow a wtssagt that was just worktd 
on. In this cast. If It Is tht corrtct wtssagt, contlnut with 
tht tdlt. If It Is not tht wtssaot you want to tdlt, answtr NO 
to tht tdlt prompt, and sptclfy tht corrtct wtssagt nuwbtr ntxt 
to tht ntw EDIT prowpt, > 
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NOTE: You alto have tht option of typing the message nunbtr ntxt 
to tha EDIT command. > 

The different formats for using tha EDIT command ara: EDIT #, E 
#, EDIT, and E. \ 

ftiaxt, tha title, author, and MAIL ITEM ID will be printed and you 
will ba asked If this It tha corract message. Answer YES or Y : 

TITLE: XXXXXXXXXXXXXXX AUTHOR: XXXXXXXX ITEM ID: 
###-##### 

EDIT (YES/NO) ? YES (RETURN) 



Tha computer will respond with a ? prompt. List tha nassaga by 
typing /LIST (RETURN) next to tha prompt* 

? /LIST (RETURN) 
Change line 200T by typing the following next to the ? prompt: 

? 200T I AM EDITING AN OUTBOX ''TEN. 

End the edit session by typing /END next to the ? prompt: 

• \ ? /END (RETURN) 

Answer YES to the next questions: 

REPLACE OR CREATE A NEW ITEM BEFORE EXI.'NG (YES/NO) ? YES 
REPLACE OUTBOX NUMBER # (YES/NO) ? YES 

The computer will respond with a message saying the Item has been 
replaced. Answer NO to the send prompt: 

OUTBOX NUMBER # REPLACED 

SEND (YES/NO) ? NO 

OUTBOX NUMBER # HILL NOT BE SENT 

Log off from the main computer. 
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THE BULLETIN MAILBOX 

The bullttln mailbox can be conpared to a centrally located bulletin 
board. A message that may be of Interest to more than one person Ji 
office Is posted on a bulletin board for everyone to read. The 
bulletin mailbox serves the sane purpose. Any user can send m*ssages x 
to and receive messages from the bulletin mailbox. 

The bulletin mailbox can be used In two ways: 

(1) To check for mall - this requires opening the bulletin 

mailbox and listing the INBOX Items 

(2) -To send mall - messages are created from your own 

mailbox and sent to the bulletin mailbox 

This mailbox may contain messages that are Important to you or your 
office. It should be checked periodically Just as you check your own 
mailbox. You can dial In, open the bulletin mailbox, and print any or 
all of the messages that are stored there. 

Exorcise 12 - How To Check the Bulletin Mailbox 

1. Call the computer. 

When prompted ENTER NAME 

? 

type: MBULLETIN (RETURN) 

Over the password mask 

type: . BULL (RETURN) 

o - * 

The computer will display the standard greeting lines. 

The bulletin mailbox Is set up exactly as any other mailbox on 
the computer. As Is the case with any one mailbox, only one user 
can access It at a time because only one 10 and password will 
open It. If some other user Is currently into the bulletin 
mailbox when you try to open 1t, the following message will be 
displayed: 

ACCESS DENIED. YOU ARE CURRENTLY ACTIVE ON ANOTHER LINE. 
THIS MAIL WAY SESSION HAS BEEN TERMINATED. 



50 



- 46 - 



2. You can now list Messages just as you would If you were checking 
your own mailbox, using the val Id formats of the PRINT INBOX 
command. 

The next time you check the bulletin mailbox you may notice that 
some cr all of the messages are gone. This Ms because bulletin 
messages are kept for only 14 days from the date of receipt. 
After this time period the computer automatically deletes them. 

It's a good Idea when checking the bulletin mailbox, to print the 
INBOX message Index first, using the INBOX command. This way you 
avoid printing In entirety those messages you. have already read 
or do not need. 



Exercise 13 - Sending Messages to the Bulletin Mailbox 



If you have a message that needs to be sent to all (or several) users, 
you may want to use the bulletin mailbox. By using the bulletin 
mailbox, you will be able to send the message only once and all users 
will have access to It. Remember that messages In the bulletin mailbox 
are deleted after two weeks. 

A message to be sent to the bulletin mailbox Is created the same way as 
any other message. The only difference Is the distribution parameter 
(line number followed by "D ) where you specify a valid MAIL WAY 
address. To send a message to the bul let in mailbox, enter MBULLETIN as 
the atldress. NOTE: You should use a title that reflects the subject 
matter of the message or If applicable, shows to which users 1t Is 
directed. 

1. Call the computer, and open your mailbox. 

2. Walt for the first ? prompt. 



\ 

\ 



\ 
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3. Crtett a ■tssagt at shown below: 

? CREATE \ 
OUTBOX NO: # 

TITLE: BULLETIN TEST MESSAGE 
♦♦♦TEXT ENTRY*** 

lOOT X AN CREATING THIS MESSAGE FOR THE BULLETIN 
20Ci MAILBOX. 
300T /END 

♦♦♦MAILING PARAMETERS ENTRY*** 

!!LI 0 8-SMT,J 0 S SE Y0UR DEFAULT MAILING PARAMETERS (YES/NO) ? YES 
300M PRIORITY: 3 - 

400M SECURITY: 3 

BOOM HOME CONFIRMATION: »0 

600M REPLY REQUESTED: NO 

♦♦♦DISTRIBUTION PARAMETERS ENTRY*** 
700D MBULLETIN 

800D /END 
OUTBOX NO: # 

TITLE: BULLETIN TEST MESSAGE . ' 

SEND (YES/NO) ? NO 
OUTBOX NUMBER # HILL NOT BE SENT • 
• ' ■ '• . • • • ' 

Oo not stnd this atssagt. You My howtvtr, want to tavt It to 
ust at an exaaplt whtn you nttd to ttnd a bullttln atssagt. 
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TROUBLESHOOTING 

•■ v 

If you are having problems or need help, try to pinpoint where the, 
problem Is originating. You can ask for help from someone In your 
office or town who 1s familiar with the equipment or the mall system. 
Keep a 11st of names and phone numbers of your equipment maintenance 
contractors, whoever 1s responsible for repairs on your equipment. If 
you suspect a problem with your equipment, check the following: 

Check that everything Is plugged In, check that the wall socket 
that they are plugged Into Is working. You can test It by 
plugging some other appliance In that you know 1s working, a 
lamp, a fan, a clock. V 

Check the cable connections between your system devices. One of 
them could have come loose. 

Try re-setting your equipment by unplugging It then plugging It 
back In. 

i 

Hake sure you have the correct settings on each piece of 
equipment. 

Read the equipment manufacturer's manuals. 

If you are unable to get to the point where you dial In, there 
may be a problem with your terminal or computer or the programs 
that run your computer. 

If you are able to dial In but can't reach .the computer, there 
may be a problem with the phone lines, a modem, or the main 
computer.? Sometimes the main computer Is dawn, due to power 
problems or for system maintenance. At present, Friday mornings 
from 6 A.M. to 9 A.M. (Alaska time) are reserved for system 
maintenance on the main computer. If It Is ever necessary to 
extend this "down" time, you will be notified by the Postmaster. 
If the phone lines are busy, there may be several other users 
dialed In ,at the same time you are trying to call. In either 
case-, try dialing the number again at a later time. 

If you can reach the main computer, but can't get? any valid 
'responses from It, there may be a problem with the programs that 
run the mall system on the main computer. Call the Postmaster. 

If you are getting an INVALID status on a command or address you 
are typing, check to maJce sure you are not typing a zero In place 
of an alphabetic 0 or vise-versa. 

If you are connected and logged on to the main computer and need 
Information on MAILNAY commands, type HELP, press RETURN, and the 
computer will respond with a list of all the commands. A 
detailed description of a specific command may be obtained by 
typing H followed by the command (full word). For example, type 

H CREATE for a description of the CREATE command. 
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If you still aren't surt, contact the Postmaster. The address and 
phone number Is listed on the first page of this book. If you use a 
Gnat computer and suspect a problem with Its operation, contact the 
Postmaster. \" 

Become familiar with the contents of the other NAILWAY training 
guides. They are listed on the next page. 



\ 
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OTHER NAIL WAY REFERENCE GUIDES 



Electronic Mali System MAILWAY Reference Manual -PINK- ThlVrtf trtnct 

■anuai derines tne terms used witn tnt MAIL'JAY system. It also . 

describes Jn dttall all of tht sptdal words (commands) that you use to 
tail tha MAIL WAY system what you want to do. It shows terminal screen 
examples of sessions using these commands. 



fold- up card on MA] 



commands 



EMS MAILWAY Comma nd Quick Reference Card -GOLD- a quick reference 

ILWAT C 

Electronic Mall System MAIL WAY Batch Mode -GREEN-\ Short explanation of 
creating and sending batched messages. These are messages that you can 
create on your own computer, when you are not dialed Into the MAIL WAY 
system. 

Electronic Mali System MAILWAY GNAT Reference Guide -BLUE? Using the 
ens mailnat wTOi i 6NAT computer 17? you use a enat computer to *wC«as 
the mall system, you should have a copy of this guide). 
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GLOSSARY ~ 

/ The following art definitions of terms \ustd ffjn. tills guide. 



Batch mode 
Command 

Communications software 
Computer 

t' . . 

Connector cables 
Default 

Otlttt 

Distribution . :t1on 
Electronic M»>11 Syitti 

Inbox 

Inbox Index 
Interactive 

Log off 
Log on 
HAIL WAY 

MPOSTMASTER 



MAIL WAY prompt 

messages created In batch mode are created on 
the user's computer, before dialing In 

an answer given to a MAIL WAY systen prompt 

0 

programs that allow a computer to communicate 
with other computers 

the user's computer allows the control and 
storage of electronic messages 

connect components together 

i ; 

automatic; Information that MAILWAY gives the 
user and Is usually not changed 

to remove messages from the Inbox or 
Outbox 

part of a message which contains the 
addresses of recipients j 

called an EMS, uses computers and telephone 
lines to send messages from one point to 
another / 

portion of mailbox which contains Incoming 
mall 

short listing of messages contained In the 
Inbox 

online, starts when a connection Is 
etabllshed with the main computer and en 
when disconnected # rom the main computer/ 

to disconnect from the main computer 

to Identify yourself to the main comp/ter 

the electronic mall system that resides on 
the Wang computer at the Oepartment/of 
Education on Juneau 

valid address; for the MAILWAY postmaster 



Mailing parameter section 



Mailing parameters 



Message title 



Modem 



Outbox Index 
Outbox 
Password 
Phone 

Power cords 
Printer 

Prompt 
Text line 

Text section 

User ID 



the part of a message which specifies how 1t 
will be sent; contains default values, only 
the Reply Requested value may be changed by 
the user 

Information set up by the Postmaster which 
controls how messages are sent; only the 
Reply Requested value may be changed 

required when creating a message, must not 
exceed 25 characters 

allows a computer to communicate with other 
computers that are separated by distances, 
converts phone signals to data signals and 
data, signals back to phone signals 

short listing of messages contained In the 
Outbox 

portion of mailbox which contains outgoing 
mall, messages created by the user 

links with the user ID to screen unauthorized 
users 

establishes the connection with the main 
computer so that data can be transmitted. 

connect each component to the power supply 

used with the EMS to print Information for 
distribution 

a question asked by the MAIL WAY system 

line from the body of a message, must not 
exceed 71 characters 

the part of message where the actual lines of 
the message are written 

tells the main computer that you are a mall 
system user and what your address Is 
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ELECTRONIC MAIL SYSTEM - MAILWAY REFERENCE MANUAL^ 

INTRODUCTION \ 



This reference manual will deal only with the interface, of EMS With the 
MAILWAY system. This manual does not contain specific Instructions for 
use on a Wang terminal, or for creating off-Hne batches, as wjth the 
Wordmaster (TM) text editor. However, many of the basic concepts of how 
MAILWAY works are discussed, and should provide the user answers to 
questions that may not be covered 1n the Mallway training materials. 

The Electronic Mall System (EMS) 1s like the Postal Service/except 1t 1s 
done with electronic machines (telephones, a computer, computer terminals, 
and printers). You can think of your terminal as a mailbox. Ycu will 
check It for mall coming to you, and use It to send mall going out to 
other people. You can think of the Wang computer 1n Juneiu as the post 
office. When you send letters, they go through the post "/office to the 
person who 1s to receive the letter. The post office "processes" the 
mall. The computer 1s the processor 1n the Electronic Mall System. 
Messages go from your terminal to the computer where they are directed to 
the person who will receive them. 
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OLD AND NEW EMS COMMANDS 



The MAI LWAY system Is on the Alaska Department of Education's Wang 
computer. Changes In the way EMS Is used have taken place, because the 
system was switched from the DEC computer to the Wang computer. 

J!.%. p w 'tissssi*: thetwo $y$tem$ i$ thst the e ^ »** to 
r z^&%«V2 l ." r ~* f,mlli4r with ehs - a ° f «• 



Old EMS System 



/LIST 

/HELP 

(NONE) 

(NONE) 

/CREATE 

(within 

(within 

(NONE) 

/PRINT 



CREATE) -/EDIT 
CREATE J-/SEND 



/DELETE 

/FORWARD 

(NONE) 

/RECEIPT 

(NONE) 

/QUIT 

/ADDRESSES 



New EMS MA I LWAY System 

INBOX 

HELP 

OUTBOX 

AUTHORIZATION 

CREATE 

EDIT 

SEND 

COPY 

PRINT(can print Inbox or 
outbox messages) 

DELETE (can delete Inbox 
or outbox messages) 

FORWARD 

REPLY 

(NONE) 

STATUS 

L 

(NONE) 
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GLOSSARY OF TERNS 



This aamitl tat been written in i sloplt fora, to avoid technical tonus at 
well is pottlblt. Som words will com up when using the NAXLWAY systea, 
though, which any bo hard for tho NAXLWAY user to undorstand. Som of 
these tonat and an explanation of their Mining aro ltstod below. 

Asynchronous \ 

Temlnal . \ Any of tho tonal nals 1n 

tho schools or officii, 
such as BEEHIVE, 
TX-SILENT 700, or APPLE 
IX, that aro hot Wang 
tonal nals. 



Byte 



Con f 1m 



Oofault 



Dolt to 



Distribution 
ParaMtor 



Edit 



o 
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Character. Letters, 
nuabers, spacos, and 
punctuation mHcs. 

Instructions tho usor 
glvos tho systea to lot 
It know what thoy want to 
do. Thoso aro specific 
words. Thoy aro listed 
In tho noxt section. 

The systea will often ash 
for confl motion of a 
eoMand. This gives the 
user a chance to either 
change their «1n4s or go 
ahead w1 th the coMand . 

AutoMtlc. Defaulted 
Infomatlon 1s 
Infonaatlon that the 
systea gives the user, 
and the user accepts 
without changing. 

Erase or take out 
soMthlng which has been 
tntered onto the computer. 



The section of tho 
Hallway Mssage whom the 
user tells the systea who 
to tend the Mssage to. 

Hake changes to som thing 
\that has boon entered 
>nto the computer. 

3 



filter- To type southing on tht 

terminal and thon pross 
tho RETURN key %p that 
• the computer In ?unoau 
understands that tho usor 
It "talking to It." 

Generate Produce 

Item Missage 

Mailing Parameter Priority* Security (these 

should always bo loft at 
3), Homo Confirmation, 
< (this should bo loft at 

NO) and Reply Requested. 

Network The whole MAtlMAY 

system. All of tho 
terminals at each 
location, tho Wang > 
computer 1n Juneau, and 
tho telephone linos which 
connect, them form the 
Network. 

Processing Tho things which tho 

computer does with the 
message, such as read the 
message, determine who It 
Is to bo sent to, direct > 
tho message to tho users 
who are to receive It, 
send the title of the 
message to the sender's 
outbox, etc. 

Prompt A syrtol that lets the 

user know that the system 
Is ready to take a 
cosmnnd. Tho only prompt 
In this system Is a "?\ 

t • ... - ■ 
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Reply Requested 



System 

Terminate 
Text 

Traveling User 



If the user wants a reply 
to his/her message, enter 
"YES" to Reply Requested 
and give the date you 
want the reply. 

Refers to" the MAILWAY 
cdmputer system. 

End. 

The body of the message. 

This means all users who 
are using the GNAT, TEXAS 
INSTRUMENT SILENT 700, 
APPLE II, or any thing 
other than a Wang 
terminal. 
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MAIL WAY COMMANDS 



Users have a 
following 1s 
column lists 
the functions 
(full word), 
command. 

HELP 

H 



LOGON 



INBOX 
I 

OUTBOX 
0 

AUTHORIZATION 
A 



CREATE 

C 



EDIT 
E 

COPY 
CO 

PRINT 
P 

DELETE 
D 

SEND 
S 

FORWARD 



number of commands for using the MAILWAY system. The 
a brief description of the user commands. The left hand 
the command words and abbreviations. For more Information on 
of each command, type "HELP" or "H" followed by the command 
For example, type "H EDIT" tp learn more about the EDIT 

\ 

this will print out a 11st of all the commands. A 
detailed description of a specific command may also be 
obtained, as explained above.* 

\ ■ • • 

Links the the user and the MAILWAY system. The user 
will not type the word LOGON. The system understands 
that the user 1s logging on as soon as they dial up the 
data Hne on the telephone. As\soon as the connection 
1s made, the system will ask for x the users name, and 
11st the number of Inbox messages and outbox messages. 
The default mailing parameters are\Hsted. A one Hne 
message written by the Postmaster niay also be listed. 

Gives an Index listing the mall messages received by 
the user. 

Gives an Index listing the mall messages written by 
the user. \ 

Lets the user change the default mailing parameters, 
which are Priority, Security, Home Confirmation, and 
Reply Requested. The user should leave Prlprlty and 
Security at 3, \. , 

Lets the user create an outbox message. A 

sendable message Is made up of text, mailing parameters 

and distribution parameters. \ 

Lets the user change outbox messages. 



Lets the user copy an Inbox message Into an* 
outbox message. 

Lets the user print Inbox or outbox messages. 

Lets the user delete Inbox or cutbox messages. 

Lets the user send outbox messages through the 
MAILWAY system. 

Lets the user send received" Inbox messages to 
other users. i 
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REPLY , s Lets the user respond to the author of a received 

R Inbox message. The title, mailing, and distribution 

parameters will already be written for the user. 

STATUS Lets the user see 1f the outbox message has been 

ST received. 

L ' Ends the session. » ' . 

This stands for "Logoff" and only the abbreviation 
"L" will be used. 

i 

Three more commands can be used when 1n certain sections of -the mail 
system. \ 

/ The / command may be used while 1n the text section or \ 

the distribution parameter section. This will return a 
question mark so the user can give a new command. If 
there are no available line numbers the /LIST command 
can be used to renumber all lines 1n multiples of 100, 
so that the user can Insert lines. To rewrite a line 
type 1n the line number and the letter "T" (1f 
rewriting a line of text) or "D" (1f rewriting a 
distribution line), and type 1n the new Information. 
To delete a text or distribution line type 1n the line 
number followed by the letter "T" or "D" and press the 
return key. 

/LIST /LIST may be typed while 1n the Text section or 

• Distribution Parameter section. This command will 
renumber all lines 1n multiples of 100 and print the 
outbox message being created. This command must be 
given with the slash and the full word. 

' ■ b 

/END If the user 1s 1n the Text section then /END will bring 

the user Into the Mailing Parameter section. The 
Mailing Parameter section will automatically lead Into 
the Distribution Parameter section. If the user has 
finished the Distribution Parameter section, /END will 
end the CREATE command and ask the user 1f they want to 
send the outbox message just created. This command * 
must be given with the slash and the full word. 



/ 
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GENERAL CAPABILITIES 



1 * «. • » 

To help the user, the following functions can be used. 

The prompt which means that the system Is waiting for the user to type in 
a command Is a question mark, "?". 

The commands yti\\ be recognized by their first letter as well as their 
complete spelling, except, for STATUS which will be recognized, by "ST" and 
COPY which will be recognized by "CO". The LOGOFF command will work only 
when L Is used. All commands must be typed In upper case (capital 
letters). 

The BREAK key can be used at any time the user Is printing a message. 
BREAK will stop the printing, end the command, and a question mark will be 
returned showing that the user can type a new command. 

The ESCAPE key followed by pressing "RETURN" Is like the BREAK key In that 
It wfll end a user command. The ESCAPE key can be used any time a user 
response Is required. The ESCAPE key will return a question mark showing 
that the user can type a new command. 

The BACKSPACE key can be used when changing Information. Most terminals 
have a BACKSPACE key on the keyboard. If your termlnrffdoessnot have a 
BACKSPACE key, then pressing the CONTROL key at the Anie t1me)as pressing 
the letter "H" will work the' same as the BACKSPACE key. TheBAQKSPACE key 
can be used to correct typing errors or misspellings. ^ * 

BACKSPACE removes the character which was typed just before the BACKSPACE 
key was pressed. The user will replace the removed character with the 
next character typed. 



LOGON .COMMAND 



Once the communication link has been established the user will be greeted 
with the MAILWAY center address, and current date and time. 

The user must enter his/her name In the format of first Initial followed 
by last name. Next the user's password Is entered. This password must be 
their MAILWAY personal password. The above must be In uppercase (capital 
letters). If the system recognizes the name and password, then the user 
will be given all the logon Information., If the name and password are not 
unique and the computer asks for more Information, the user should call 
the Postmaster. 

The user will then be given the number of Inbox and outbox messages they 
have and the default mailing parameters. There may be a Logon message 
written by the Postmaster for the user. This message will be used to tell 
the users about system activities, such as If the system will be down for 
a certain time period. 
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INBOX 

The INBOX command will print an Index of received mall messages. The 
largest number of Inbox messages that may be listed Is 999, but If there 
are more than 999 received mall messages, then the user Is told that there 
are, more Inbox messages that have not been listed. The extra messages may 
be listed If some of the other messages are deleted. 

For each mall message received the Index will give the following 
Information: 

Inbox number 

Title with a maximum of 25 characters (letters, spaces, punctuation 
marks) 

Date and time the message was received 

Author of the mall message 

The "MAIL ITEM ID" (a system-assigned ID number) 

Priority of the mall message (should always be 3) 

Security* of the mall message (Should always be 3) 

Approximate number of text lines In the mall message 

New messa:.* - only printed If this Is the first time the mall message 

has been listed on the Inbox Index 0 

To activate the INBOX command: 

For all the options listed below, "I" may be used Instead of "INBOX". 

» # 

"INBOX" 

Will list the Index with newest mall messages first 
"INBOX BY SIZE" 

t Will list the Index with the smallest number of lines first 

The commands which can be used on Inbox messages are: 
COPY, PRINT, FORWARD, REPLY, and DELETE 



X 
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/ 

OUTBOX / 



The OUTBOX command will print an Index of all messages created using 
either CREATE, COPY, FORWARD, or REPLY. As marly as 999 messages can be 1 
the outbox at one time. / 

For each outbox message the Index will give tne following Information: 
Outbox number / 

Title with a maximum of 25 characters (l/etter, spaces, punctuation 
marks) 

Created - Date message was written 

Sent - Last date message was sent or '/no" If message has never been 
sent ./. . ./ 

Revised - Date message was last edited 
Forwarded ^J D0X message forwarded to other users 

To activate the /OUTBOX command: / 

In all the optlbns listed below, "0" ma,y be used Instead of "OUTBOX". 

"OUTBOX" 7 / 

Will list «he Index with the oldest messages first - 

"OUTBOX BY Sljfc" ' / » 

Will list/ the Index with the smallest number of lines first 



'^OUTBOX IF SENT" 

Will list only messages which ha/ve been sent In the MAILWAY, network, 
oldest message listed first 

"OUTBOX IF NOT SENT" 

Will 1 1st only messages which have not been sent In the MAILWAY 

networK, Vldest messages listed first 

The comrands which can be used on/ outbox messages are: Print, Create, 
Edit, Send and\ Delete. / 

/ * 
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AUTHORIZATION 



The AUTHORIZATION command will let the user change their default mailing 
parameters forthe rest of the session- The system sets Security and 
Priority to 3. The user should always leave them at 3. 

The system sets Home Confirmation and Reply Requested to NO. The user may 
change Home Confirmation and/or Reply Requested to YES. If Home 
Confirmation Is set at YES, the user will be given notice later by the 
outbox that the message was received. If Reply Requested Is set to YES 
the user will be asked what date they want to get a reply. 



71 



CREATE 



The CREATE command 1s used to write outbox messages to be sent by the 
MAILWAY system. The user will type title, text, arid distribution 
parameters. Create gives the user line numbers 1n multiples of 100, which 
allows easy insertion, changes, and deletion. When the user writes an 
outbox message, 1t will be stored on the .system. The message will remain 
there until the user deletes 1t. 

Each outbox message has a 25 character title what must be typed before the 
outbox message, Outbox messages have three sections. First 1s the text 
section Identified with a "T" after all line numbers. Next Is the maiUnq 
parameters Identified with a "M" after a line number. Last 1s the 
distribution parameters Identified with a "D" after a line number. 

The text section contains the actual message being written. The user will 
be given a line number followed by a "T". No changes will be made at this 
time except by using the backspace key or control H. When the text 
section 1s finished type 1n /END to begin the mailing parameter section. 

Mailing parameter section 1s Identified by an "M" after the line number. 
This section lists the Priority and Security of the mall message and the 
Home Confirmation and Reply Requested values. The user will be asked "Do 
you wantAo use your default parameters ? (yes or no). The user should 
type "Y^or "YES". , 

Distribution parameter section 1s Identified by a "D" after the Hne 
number. This section lists the address for users to receive* the outbox 
message being created. Each Hne should have one valid address. Each 
Hne will be checked aaalnst the computer's directory as 1t 1s entered. 
Any Invalid address will result 1n an error message. 

Within the CREATE mode there are three more commands to edit the message 
before 1t 1s written, they are /, /END, and /LIST. 

The / command may be used while 1n the text section or the distribution 
parameter section. This will return a question mark. The user may now 
tnsert new lines, rewrite lines, or delete lines. To Insert a text Hne 
type In a new line number followed by T 1 and type 1n the Information. To 
Insert a distribution Hne type 1n a new Mne number followed by "D" and 
type 1n the Information. The new Hne number must be within the range of 
Hne numbers for the section 1 1 1s to be Inserted Into (I.e. If Inserting 
a text Hne the Hne number must be less than the first mailing parameter 
Hne number). If there are no available Hne numbers the /LIST command 
can be used to renumber all lines 1n multiples of 100 to permit Hne 
Insertion. To rewrite a Hne type 1n the line number and the letter "T" 
(1f rewriting a Hne of text) or "D" (1f rewriting a distribution Hne), 
and type 1n the new Information. To delete a text or distribution Hne 
type 1n the Hne number followed by the letter "T" or "D" and press the 
RETURN key. 
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If the user 1s In the text section, then /END will bring the user from 
there Into the mailing parameter section. The mailing parameter section 
will automatically lead Into the distribution parameter section. If the 
user has completed the distribution parameter section, /END will end the 
CREATE command and the user will be asked of (s)he wants to send the 
outbox message just created. 

/LIST may be used while In the text section or distribution pyameter 
section. This command will renumber all l'nes 1n multiples of 100 and 
print the outbox message being created. 

Use of the BREAK or ESCAPE key when 1n the CREATE command will cancel the 
current create session. The outbox message will be created and the system 
will return with a question mark so that the user can type a' new command. 

How to activate the CREATE command: 

"CREATE" OR "C" * 



• 
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EDIT 



Tht IO!T contend Itti tha uitr change an outbox nassagt that hat 
already been written. 

If tht outbox ntssaga was created by tht user with tht CREATE, COPY, 
or REPLY contend than any lint In tht outbox massage, title, ttxt, or 
tailing or distribution parameter nay ba adlttd. If tht outbox 
message was crtattd with tht FORWARD coanmnd only tht mailing md 
distribution lines may be changed. 

Tht ustr typos In tht contend "EDIT" or "EDIT" followtd by tht outbox 
nunbtr. If no outbox nunbtr has bttn tnttrtd, than tht system will 
chose tht massage last worked on, giving tht ustr tht chanca to chost 
a dlfftrtnt message. Tht title of that massage Is prlnttd which tht 
ustr tay changa. Outbox messages have tht following three sections: 

Ttxt stctlon Is Idtntlfltd by a "T" after the Ifnt nuabtr. Tht ttxt 
section contains the actual ntssaga being craatad. 

Nailing paranatar stctlon Is Idtntlfltd by an "M" afttr tht lint 
nunbtr. This faction lists tha Priority and Stcurlty of tht nail 
message and tht Hone Confirmation and Raply Raquasttd values. 
Priority and Stcurlty should always ba laft at 3. Hont Confirmation 
should ba Itft at NO. An answar of YES for Raply Rtqutsttd will 
rtsult In the sys tan asking for tha data tht raply Is rtqutsttd. Tht 
ntssaga that tht ustr requests tht reply by tht datt glvtn Is 
dtllvtrtd with tht ntssaga. To changa a nailing paranatar Una type 
In tht naw Una In tha exact format as tha original line. 

Distribution paranatar section Is Identified by a "D' after the lint 
nunbtr. This section lists the address of users to receive the outbox 
massage being created. Each lint should have one valid address. Each 
line will be checked against tht computer center's directory as It Is 
entered. Any Invalid address will result In an error massage. 

Any ttxt or distribution lint nay bt Inserted, rewritten, or deleted. 
To Insert a text or distribution line slnply type In a new line number 
followed by "T" Oil "D" and typt In tht Information . The unused line 
number chosen must bt within tht range of line numbers for tht section 
It Is to bt Inserted Into (I.e. If Inserting a text lint tht lint 
number nust bt less than the fist nailing paranatar line number).* If 
tlwe art no available line numbers the /LIST command can be used to 
r riser all lints In nultlplts of 100 to let a line be Inserted. To 
r rltt a lint typt In tht lint nunbtr and the letter "T", or "0" and 
typt In tht new Information. To delete a text or distribution line 
type In tht lint nunbtr followed by the letter "T" or "0" and press 
the RETURN key. 
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Whllt tdltlng hi outbox iwstatt tht uttr can typt tht comnd 
71IST*. Tht /LIST cotMnd will rtnutbtr tht lints In mltlplti of 
100 mi tht ■tssagt will bt prlnttd. 

feet tht ttitlng hit bttn flnlshtd typt /ENO to tnd tht EDIT comnd. 
Tht uttr nil 1 bt glvtn t chtnct to rtplact tht outbox tassaga, craata 
• mm out fro* tht tdlttd varslon, or to ctnctl out of tht tdlt 
comnd without saving tht changtd van 1 on. Afttr tht uttr Indlcatat 
hlt/har cholct, tht systtt will ask If tht uttr wantt to ttnd tht 
outbox aattagt. 

Spatial nbtt: Tht flrtt t1tt an outbox ttssaot which wat crtattd by 
copy It tdlttd, tht systta will automatically btgln tailing paramatar 
tntry followtd by distribution parantttr tntry. 

Ust of tht BREAK or ESCAPE kty whtn In tht EDIT comnd will and tha 
adit station. Tha outbox owttagt, which was btlng tdlttd will stay 
tht saw, but a ntw outbox ntssagt will bt crtattd which has all tht 
changas nada to tht asssagt whllt In tht EDIT comnd. Tht only 
axctptlon Is whtn tHt tassaga btlng tdlttd was craatad by with tha 
FORWARD comnd, than tht original outbox istssagt Is rtplacad with all 
tha changas that wart nada during tht adit sassion. 

How to actlvatt tht EDIT comnd: 



"EDIT" of "E" 
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COPY 



The COPY command will copy an Inbox message Into an outbox message, so 
that It can be edited and sent by the MAILWAY system. COPY can only be 
used on Inbox messages which art 1n a printable form. If COPY 1s used on 
an Inbox message that 1s not printable, a message will be printed showing 
that the Inbox message can not be copied Into an outbox message because 
the message 1s in unprintable format. The addition of line numbers may 
change the original format of the Inbox message causing word wrap and 
changing paragraph structure, but none of the text will be lost 1n the 
copy from Inbox to outbox. The EDIT command must be used to enter 
distribution parameters or change the text. 

How to activate the copy command: 

. "COPY" or "CO" 
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PRINT 



The PRINT command lets the user print Inbox or outbox messages. 

Information listed for Inbox messages: 
Inbox message number 
. Title with a maximum of 25 characters 
Author of the mall message i 
Date received 

"MAIL ITEM ID" (a system-assigned ID number) 
, Priority of the mall message 
Security of the mall message 
Reply requested date (If appropriate) 
Actual message 

Information listed for outbox messages: 
Outbox message number 
Title with a maximum of 25 characters 
Date created 

Date most recently revised (If appropriate) 
Actual Message 

How to activate the command: 

This command has several options for printing Inbox and outbox messages. 
Some of the requests may be for only certain line numbers of an Inbox or 
outbox message. When asking for more than one message within a print 
request be sure to separate each message by a comma. All outbox messages 
have line numbers In multiples of 100 given to each line. These are the 
numbers to use when requesting certain line numbers for outbox messages. 
Inbox messages do' not have line numbers, therefore to request particular 
lines to be printed, start with 1 and add 1 for each line of an Inbox 
message. 



How to activate the PRINT command: 1 
With all the options listed below, "P" may be used Instead of "PRINT". 
Following are the print options: 



"PRINT" will return the following request to the user: 

Please enter Inbox and appropriate Information or outbox 
and appropriate Information 

? •• 
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The print options for Inbox messages are : 

"PRINT INBOX ALL" 

* Will print all messages with the newest messages listed first. 

"PRINT INBOX BY SIZE" 

Will print all the messages with the smallest number of lines 
listed- first. In the following examples the N stands for a specific 
message number. 

"PRINT INBOX N" * 
Will print message N 

"PRINT INBOX Ml, N2, ..." 

Will print message Nl, then message N2, etc., 

"PRINT INPOX N FROM 10" 

Will print message N from text line 10 to the end of the message 

4 

"PRINT INBOX N TO 42" 

Will print message N from the first text line thru text line 42' 

"PRINT INBOX N FROM 2 to 8" 

Will print text lines 2 thru 8 of Inbox message N 

The print options for outbox messages are : 

"PRINT OUTBOX ALL" - ' 

Will print all messages with the oldest messages listed first 

"PRINT OUTBOX BY :iZE" 

Will print all the messages with the smallest number of lines listed 
first 

"PRINT OUTBOX N" 

Will print message N 

"PRINT OUTBOX Ml, N2, ..." 

Will print message N1 then message N2, etc. 

"PRINT OUTBOX N TO 800" 

Will print message N from start to line 800 

"PRINT OUTBOX N FROM 600" 

Will print message N from Line 600 to the end 

"PRINT OUTBOX N FROM 200 to 800" 

Will print line 200 thru 800 of outbox message N 
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DELETE 



The DELETE command lets the user remove an Inbox or outbox message. In 
addition the message will no longer be printed on a users Inbox or outbox 
Index. 

a 

The user may request to delete one, several, or all messages In his/her 
Inbox or outbox. If DELETE INBOX, ALL or DELETE OtfTBOX ALL Is chosen, the 
user 1s< given the total number of Inbox or outbox messages and asked to 
check If all the messages should be deleted. By typing "YES", all the 
messages, In the Inbox or outbox, will be deleted and the system returns 
with a t question mark and waits for the next command. For all the other 
delete requests the user reads the^ title and the outbox message and," Is 
a^sked It this 1s the correct message to delete. After the system deletes 
a message the user will get a notice that the message has been deleted.- 

• • * 

How to activate, the DELETE command: 

' ' ° ' ^ ' •» 

In all the options below "D" jnay be used Instead of "DELETE" 



The DELETE options for Inbox messages are: 

"DELETE INBOX N" 

Will, delete Inbox H 

"DELETE INBOX Ml, N2..." 

Will delate Inbdx message NT, then message N2, etc. 

"DELETE INBOX ALL" 

Will delete all Inbox messages 



The DELETE options for outbox messages are: 

"DELETE OUTBOX N" \ 
Will delete outbox N 

"DELETE OUTBOX Nl , N2..."" 

Will delete outbox message Nl, then message N2, etc. 

"DELETE OUTBOX ALL" 

Will delete all outbox messages 



> 

79 



SEND 



Tht $00 coamd lots tht usor sand an outbox swssago to othtr usors 1n 
tht NAILMAY lystoa. An outbox aossago mi t havo at loast ont Uxt 1 1no 
foljowod by valid tail lug and distribution paraaotars to bo tant. If a 
usor roquostt a aossaga to bo font and doot not havo all tho noodod 
Intonation, an orror nossago shoWlng tho Missing or Invalid Jnformatl on 
will bo prlntod. 

Tho usor ontors In tho cosaand "SEND", or "SEND* followed by an outbox 
nunbor. If no outbox nuabor has boon ontorod, tho usor will bo asfcod for 
an outbox nuabor. Whan using tho CREATE, EDIT. REPLY and FORWARD \ 
coaaands, typing /EMD aftar tho distribution paraaator ontry will bring 
tho usor to tho SEND coaaand. 




How to actlvata tho SENO cosaand: 



"Sand - or "$■ 
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FORWARD 



Tht FORWARD commend Itts the ustr stud received Inbox messages to othtr 

! ,f 2 ^Sf* MAIL ^ AY ^ F0RMAR0 co "»»" d not permit changes 

to tht tltlt or tht Mil message text, therefore only tht distribution 
parameters nay be tnttrtd. This will Inturt that tht message stays tht 
sum* / 

j / /■..-■.• 

'Tht ustr types In FORWARD, or FORWARD followed by an Inbox number. If 
there Is not an Inbox numbtr tnttrtd tht system asks which Inbox numbtr Is 
to bt forwarded. Tht tltlt, author, and "MAIL ITEM ID7of tht Inbox 
message art printed and tht ustr Is asked If this Is tht corrtct message 
to bt forwarded. An outbox numbers thtn assigned. Thtrt Is no ttxt 
entry section to a forwardtd. outbox mtssagt, btcaust tht ttxt of tht 
outbox mtssagt is tht stmt as tht Inbox message sent. 

Mailing parameter stctton Is Identified by an "W afttr tht lint numbtr. 
Thtp*sectl*a~11sts tht Priority and Security of tht mall mtssagt and tht 
HofejCptfTrmatlon and Rtply Requested valuta. Tht ustr should Itavt 
Pr*rTty and Stcurlty at 3. Thty should Itavt Homt Confirmation at NO. 
Rtply Rtqutsttd may bt ltft at NO or changtd to YES. A Rtply Rtqutsttd of 
YES along with a data will notify tht ustr rtctlvlng tht mtssagt that tht 
stndtr wants a rtply by tht data glvtn. 



V 



Following mailing paramtttr tntry Is distribution paramtttr tntry. 
Distribution paramtttr stctlon Is Idtntlfltd by a "D* afttr tht lint 
numbtr. This stctlon lists the addrtss 'for usars to rtctlvt tht outbox 
mtssaga btlng crtattd. Each Una should hava on t valid addrtss. Each 
lint will bt chtcktd against tht computtr ctnttr's dlrtctory as It Is 
tnttrtd. ;ny Invalid tntry will rtsult in an wror mtssagt. Onct tht 
distribution paramtttr stctlon has bttn flnlshtd, tyot In tht command 
/END. This will and tht FORWARD command land bagln SEND. 

Within tha FORWARD command thara *ra (hrtt mort commands to bt ustd whllt 
crtatlng an outbox mtssagt, thty art /, /END, and /LIST. 

Tha / command may ba ustd whllt In tht distribution paramtttr stctlon. 
This will rtturn a question mark, tha usar may now Insert new lines 
between existing lines, rewrite lines, or delete existing lines. To 
Insert a distribution line type in a new line number followed by1i H D N and 
type In tht Information (mailing paramtttr: lints may not be Inserted). 
The new lint number chosen must be within tht range of line numbers for 
the distribution parameter section. If there are no available line 
numbers tht /LIST command can be used to renumber all lines In multiples 
of 100 to permit line Insertion. To rewrite a line type In the line' 
number and the letter N M», or N D N , and type In the new Information. To 
delete a distribution line typt In tht lint numbtr followtd by tht letter 
"D N and press the RETURN key (mailing parameter lines may not be deleted). 
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/List my bt ustd wh11t In tht distribution paranttar stctlon. This 
connand will rtnunbtr tnd print tht outbox ntssagt lints btlng cruttd. 

/ If tht ustr his flnfshtd tht distribution paranattr stctlon, thtn /END 
irfll tnd tht FORWARD cossMnd and ask tht ustr If (s)ht wants to sand tht 
outbox Mssagt just cruttd. 

Ust of tht BREAK or ESCAPE kty whtn In tht FORWARD connand will canctl tht 
forward stsslon. Tht outbox ntssagt will bt cruttd, If thtrt wtrt no 
nailing paranattrs on tht outbox ntssagt thtn tht dtfault nailing . ; 
parantttrs w111*bt Instrttd In tht, outbox ntssagt btlng cruttd. Thtn tht 
systtn will return with a qutstlon nark waiting for a ntw conmnd. 

How to actlvatt tht FORWARD connand: 

:' ■ • 

"Forward" or "f" 



. REPLY 

The Wit captnd Uktt tht tltlt from an Inbox message and tnttrs tht 
created «t»Mgt at ont uttr to rtctlvt tht new message being 

Tht ustr tnttrs REPLY, or REPLY followed by. an Inbox number* if tht uttr 
hat not typed an Inbox number, (s)ht Is asked which Inbox number to reply 
to. Ntxt tht tltlt. author, and "HAIL ITEM JO" of tht message will be 
printed and tht ustr will bt asktd If this Is tht corrtct mtssagt. Tht 
tltlt fro* tht Mtssagt Is presented to tht ustr with tht option to change 
this tltlt. Tht ustr can than btgln to type tht ttxt of tht message. 

Ttxt section Is identified by a T after the lint number. Tht ttxt 
section conuins tht actual mtssagt bting crtattd. Tht ustr will be given 
a line number fo lowed by a "T". Uhtn tht ustr Is finished typing tht 
ttxt, typt In /ENO. v 

Mailing parameter section Is Idtntlfltd by an "M" afttr tht lint number. 
This section lists tht Priority and Stcurlty of tht mall mtssagt which 
should always bt 3. It also lists tht Homt Confirmation and Rtpiy 
Requested values. These valuta will bt stt at NO. Homt Confirmation 
should bt ltft at NO. Rtpiy Requested can bt changtd to YES If tht ustr 
would like tht users receiving tht mtssagt to know that a rtpiy Is 
rtqutsttd by tht data glvtn. , * 

Afttr tht mailing paramtttr sKtlon Is tht distribution parameter ' 
section. The distribution parameter sectlcr identified by a "D" after 
the lint number. This section lists the avjr>%s for users who are to 
rt ?!l vt J ? t ou^box message being created. Each line should conuln one 
valid address. The system prints the author of the Inbox message the user 
Is replying to as the first user to receive the mtssagt. Each line will 
be checked against the computer directory as It Is entered. Any Invalid 
address will result In an error message. Once the distribution parameter 
entry has been completed, typt In the command /ENO. This will end the ' 
REPLY command and begin SENO. 

Within the REPLY command there art three other commands to be used while 
creating an outbox message, they are /, /ENO, and /LIST. . 
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The / command may be used wt|i11 e typing In text or distribution 
parameters. A question mark will be returned. The user may now Insert 
new lines between existing ilnes, rewrite lines, or delete lines. To 
Insert a text or distribution line; type In a new line number followed by 
M T M (If text) or "D" (If distribution parameter) and type In the 
Information. The unused line number chosen must be within the range of 
line numbers for the sectlofi It Is to be Inserted Into (I.e. If Inserting 
a text line the line number rust be tess than the first mailing parameter 
line number). If there are no available line numbers, the /LIST command 
can be used to renumber all! lines In multiples of 100 to permit a line to 
be Inserted. To rewrite a line, type 1n the line number and the letter 
"T" or "D", and type In the; new Information. To delete a text or 



or 



distribution line type In the. line number followed by the Tetter "T" 
"D" and press the RETURN key. \ 

If the user Is In the text! section then #END wlll brlng the user from the 
text section Into the mailing parameter section. The user will then be 
led Into the distribution /parameter section. If the user has finished the 
distribution parameter section then /END w(lll end the REPLY command and 
the user will be asked If/ (s)he wants to send the outbox message just 
created. 



/LIST may be requested while In the text section or distribution parameter 
section. This command will renumber and print the outbox message being 
created. 



Use of the BREAK or ESCAPE key when In the REPLY command will cancel the 
REPLY session. The outbox message will be created. The system will then 
return with a question mark waiting for a nevi| command. 



How to activate the REPLY command: 



"REPLY" or "R" 
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STATUS 



The STATUS command will print an index of all mall messages which have 
been sent by the user. The system will delete status messages. 

For each STATUS message the Index will give the following Information. 

The "MAIL ITEM ID" 

Title with a maximum of 25 characters 

Home Confirmation - If the, message Was sent with Home Confirmation as 

"YES" ' 

Confirmed -"YES" means the mall message has been received by all the 
recipients, "NO" means not all the recipients have received the mall 
message 

Sent - date the mall message was sent 
Priority of the mall message (should be 3) 
Security of the message (should be 3) 

Reply Requested - If message was sent with reply requested, the date 
Is given. 

The order of the STATUS Index 1$ by date, with the oldest messages being 
listed first. , ' 

How to activate the STATUS command: 

"Status" or "ST" 

In addition to the status Index the user may ask for a detailed status. 
Detailed status lists tho users whc were sent a mall message and whether 
the message has been delivered to each user. 

Detailed status may be available for messages listed on the status Index. 
To get detailed status type STATUS followed by a valid "MAIL ITEM ID". 
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LOGOFF 



t - 



The LOGOFF command, "L'\ 1$ used to end the Mallway session. The 
connection time In hours and minutes Is printed. The user Is asked If 
(s)he wants to logoff at this tfme. 

How to activate the LOGOFF conlmancl: 

III II • 



{ 
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LOGGING ON TO MAILWAY 



The communication link with, MAILWAY Is activated by dialing and connecting 
to the data line on the telephone. The user will be greeted with the 
MAILWAY center address, and the current date and time. 

The user must enter his/her name In the format of first Initial followed 
by /last name. Next the user's password Is entered, this password must be 
their MAILWAY personal password. The above must be In uppercase (capital 
letters). If the system recognizes the name and password, then the user 
will be given all the logon Information. If the name and password are not 
unique and the computer asks for more Information, the user should call 
the Postmaster. , ° 

The user will th,en be given the number of Inbox and outbox messages they 
have and the default mailing parameters. There may be a Logon message 
written by the Postmaster for the user. This message will be used to tell 
the users about system activities, such as 1f the system will be down for 
a certain time period. 



A sample logon session Is shown on the following page. 



i 
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LOGQINQ ON TO MAILWAY EXAMPLE 



What Mailwiy is doing: 

Cantor nana, dit« ( tlM 

Atkt foe MM 

tutor mm Mxt to ? 

Atkt Cor pt ttw o td 

Enttt ptttwotd naxt to ? 

Llttt Inbox & out box lttnt 

Littt Mlllng ptctMtoct 

Mtllvty graatlng 
Atkt foe t coMtnd 



MAILWAY CENTER S0010000 01/31/84 10; 59AM 

ENTER NAME 

? CJOHN80N 

ENTER PASSWORD 
7 •••** 

WELCOME CATHY JOHNSON INBOX -2 OUTBOX -9 

PRIORITY - 3. SECURITY - 3, HOME CONFIRM - NO. REPLY REQUESTED - NO 

HELLO NEW USER: WELCOME TO THE NEW ELECTRONIC MAIL SYSTEM 

?. 
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CREATING A assa 

•I • • ' 

Tht CREATE command It usod to wrlto outbox otssagts to bt stnt by tht 
MAIUAY systom. Tho uttr will typo • tltlt, ttxt and distribution 
paramtttrs. .CREATE glvtt tht uttr lint nuibtrs multlplts of 100, 
Mhl . ill owi tasy instrtlon, chtngts, and dtlttlon. tihtn tht uttr 
wrltts an outbox ntssagt, 1t will bt stortd on tht systtm. Tht 
mtssagt will rtMln thtrt until tht uttr dtlttti It. 

To activate tht crtatt command, typt "CREATE" or "C". 

A Mall ntssagt mist contain all of tht conttnts llsttd btlow. MAILWAY 
will prompt tht ustr for Information nttdtd In tach stctlon. 

# • 

KAIL MESSAGES CONSIST OF THE FOLLOWING ELEMENTS: 

Tltlt Up to 25 characters, must bt typtd btfort any 

ttxt stctlon tntry. 

Ttxt This stctlon contains tht actual nt»*agt btlno, 

— wrltttn. Tht ustr will bt glvtn a Unc » 
numbtr followtd by a "T". No changts will bt 
madt at this tint txctpt by using tht backs pact kty or 
control H. Whtn tht ttxt stctlon Is flnlshtd. tyot /END In 
tht ntxt Una to btgln tht mailing paramtttrs. stctlon. 

Mailing paramtttrs This stctlon Is Idtntlfltd by an "M" afttr tht 

a lint numbtr. This stctlon lists tht Priority 

and tht Socurlty of tht nail ntssagt and tht 
Ho** Confirmation and Rtply Rtqutsttd valuta.. 
Thtst valuts havt alrtady bttn asslgntd 
(default valuts), so tht ustr will bt asktd, 
"Do you want to utt your dt fault paramtttrs 
(yts/no) ?". If you want to rtqutst a rtply, 
you will answtr NO. Tht Homo Confirmation oust bt 
ltft at NO. Always Itavt tnt priority and 
SncuHtv valoot al 3 . KtPiy xtqutttto vaiut may bt 
cTEngoT Sistfollnj "YES to Roply Roqutsted wll 1 
allow tht ustr to stato that thoy want a rtply to 
tht ntssagt and tht data that thoy want tht 
rtply. 

Distribution Paramtttrs flffls suction Is Idtntlfltd by a "0- afttr tht lint 

numbtr. This stctlon lists tht addrtst for tht 

ustrs to rtctlvt tho outbox ntssagt ulng 
crtotod. Each lint should havo ont valid 
addrtst. Each lint will bt chocked against tht 
computer's directory as 1t Is tnttrtd. Any 
Invalid addrtss will rtsult In an trror. ntssagt. 

30 « 
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SPECIAL COWAMOS USED WITH THE CREATE FUNCTION: 

'I • • 

/run Usod to «ovo froa tho toxt itctlon of tho oossago to tho 

iialllnfl Mroiotor* soctlon. Tho nailing paraaotor soctlon 
will autoaotlcally load Into tho distribution paraattor 
soctlon. If tho uior hot coaplotod tho distribution 
: paraMtor soctlon, /END will and tho CREATE cosnand and ask 
If tho usor wants to sond tho outbox oossago Just croatou. 

* ■ 

/list May bo usod wMlo In tho toxt soctlon or distribution 

' paraStor soctlon. This coopand will ronuabor all linos In 

mil tl pi os of 100 and print tho oubox aossago bolng croatod. 

I »*y bo usod whtlo In tht toxt s*ct1on or tho distribution 

' . p«r*Mtor MCtlM. ThU will rotury o JK* 1 ^ ■«*; Tht 

usor m«y now intort now lino*, r*wr1t* llnoi, or JOloto lino*. 

To Insort o lino - To 1n*ort ottxt lino typo In • now lino 
motor follow* by f on« typo In tho 

infonwtlon. To 1ns.rt • ii! tr l b &!2L*E t l , %" 
11no typo 1n o now 11*0 nutbor followjd by o D 
ind onto? th* 1nfon**t1on. .Tho no* illno nwbor 
mtt b* within tho, ronjo of 11** ng»**r« for tho 
ISJtlon Insortlnj Into™ If thoro oro nc 
lino ni*»b*r«, th* /LIST cooaond e*n b* u«*d to 

T. r«HU TuSZ 'lUTth* 11M iwpor •M.tftlrtt.r 
To rowrlto } lin* -jVfa 11nt of UKti or «0' If 

rowrlt1nSTd1»tr1but1on lino). **d typ* In th* 

k*y. . ■ 

ConSroUl ° r *»•» «• ">r*or bock on. ch*r.*t*r to eorrKt -l.tok... 

Brook or . ... _ l imrmnt coeate sasslon. Tho outbox aassago will 

EK.po k*y S^ t 5 l «JfflS« W rJSrn'wIth . Option «rk so th.t 
tho us.r cin typ* • n*w coomnd. 

On th. follows pogo. . «**U C«MI M ss.f s...lon 1s shown. 

31 
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Kbit Hallway la doing: 
Create command 

Hallway assigns the OUTBOX nuaber 

Inter title of aall (25 characters) 

Hallway generates this section 

100T Plrat Una of text 

200T 

300T 

400T / coaaand to changa line 300 
300T Correct 'Una for 300T 
400T Fourth line 

SOOT Moves to Mailing parameters 

Hallway ganarataa this line 

asks for Default Paraaetera 

SOON Priority ( do not change ) 

600M Security ( do not change ) 

700H Reply YES for Hone Confirmation 

•00H Answer NO for Reply 

Hallway generates this line 

900D Addressee 

1000D Sende the message to all REAAs 
11000 Ends the create passage 
Hallway generated this line 
Hallway generates this line 
Reply YES to send the message 
Hallway generates this line 
Reply CREATE .to create another aall 
message or L to logoff. 



4 
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CREATE EXAMPLE 

t 



? CREATE 

OUTBOX NUMBER: 4 

TITLE : TEST MESSAGE $ * 

•••TEXT ENTRY* •* 

100T THIS IS A TEST MESSAGE FOR THE 

200T MA I LWAY POSTMASTER . . - 

300T PLEASE SAY HELLO 

400T / ■ 

? 300T PLEASE DELETE WHEN RECEIVED 

400T THANK YOU 

WOT /END * 

•••MAILING PARAMETERS ENTRY* •• 

DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) ? NO 
500M PRIORITY: 3 CHANGE VALUE (YES/NO) ? NO 

600M SECURITY: 3 CHANGE VALUE (YES/NO) ? NO 

700M HOME CONFIRMATION: NO CHANGE VALUE (YES/NO) ? YES 

QOOM REPLY REQUESTED: NO CHANGE VALUE (YES/NO) ? NO 

•"DISTRIBUTION PARAMETER ENTRY*** 
900D MPOSTMASTER 
1000D /DIVRE 

HOOD /END '* 
. OUTBOX NUMBER 4 
TITLE: TEST MESSAGE 
SEND (YES/NO) ? YES 

ITEM ID 001-2374A HAS BEEN PREPARED F v OR SENDING 
?L • 

MAILWAY CONNECTION TIME (HH:MM)11:12 
OKAY TO DISCONNECT (YES/NO) ? YES 

CURRENT MAILWAY SESSION HAS BEEN TERMINATED 



EDITING A MESSAGE 



The EDIT command; lets the user change an outbox message which his already been 
written. 

If the outbox message was created with CREATE, COPY or REPLY , any line of the 
message may be edited. This- includes Tines in the title, text, mailing 
parameter, and distribution parameter sections. 

If the outbox message was created with the FORWARD command , only the mailing 
parameter and distribution parameter section l fines may be changed. 

fo activate the EDIT command, typ^ "EDIT" or "<E". 

The user types fn the command "EDIT", or "EDIT" followed by the outbox • 
number. If no outbox number has been entered, then the system will choose the 
message last worfcod on, giving the user the chance to choose a different 
message. The, title of that message 1s-pr1nted which the user may^change. 

OUTBOX MESSAGES CONTAIN THE FOLLOWING SECTIONS: 



Text 



Mailing Parameters 



Title Up to 25 character. When the user types 1n the 

command EDIT, or EDIT followed by the outb<5x number, 
/ the title oFthe "message will be printed. MAILWAY 

* generates the next Hne, which asks 1f you want to 

change the title. 

Identified by a "T" after the Hne number. The text 
section contains the actual message being created. 

Identified by an "M" after th* Hne number. This 
section lists the Priority a.^d Security Of the mall 
\ message and the Home Confirmation and Reply Requested 

values. Priority and Security should always be left 
at 3. An answer of YES for Home Confirmation Will 
result 1fua notice -In the outbox that the message was 
received 1 . An answer of YES for Reply Requested will 
V result 1n the system asking for the date the reply 1s 
requested. The message that the user requests the 
i reply by the date given 1s delivered with the 
• \ message. To change a mailing parameter Hne, type 1n 
the new Hne in the exact format as the original' 
Hne. 

* - ' -t . 

, . ... „ 

Distribution parameters , Identified by a "D" after the Hne number. This 

section HstS"the address, of users to receive the 

outbox message be jng created. Each Hne should have 
- one valid address. Each Hne will be checked against 
the computer center's directory, as It 1s entered. ' 
Any invalid address will result Jn an error message. 
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COMMANDS USED WITH THE EDIT FUNCtlOfk 



/LIST Used to 1 1st the text, mailing paramete% and distribution 

parameter sections of the message (all lines).. Also renumbers all 
lines 1n multiples: of 100 to allow the Insertion of a line. 
. ' * i 

/i-Hd Used to end the EDIT command once tye editing has been finished. 

The user w1l|l be given a chance to either reel ace the ouHhp** 
message, create a new' one from the edited version, or cancel out 
of the edit command without saving the changed version. Tfie" 
system wilt then ask If the user wants, to send tXe^^box/message. 

. > Special note: the first time an outbox message which was created 
, « by COPY 1s edited, the system'wlll automatically begin mailing 
parameter entry followed by distribution parameter entry. 

Break or 

Escape key This w1 f ll end the edit session. The outbox message which was 

being edited w1l> stay the same, but <• nev» outbox message w^l be- 
created which has all the' changes that were made to the message 
while 1n the EDIT command. The only exception 1s when the message 
being, edited was originally created using the FORWARD command. In 
this case, the ordinal outbox message 1s replaced with all of the 
changes that were made during the*edlt session. 
* • ■ » 

< * • 

To Insert, rewrite, or delete a text or distribution li ne 1n the EDIT function 



' To Insert a text or distribution Hne: 4 

Simply ,type 1n a new Hne number followed by "T" or."D" and type » 
1n the; Information . The unused Hne number chosen must be within 
the range of Hne numbers for*. the section 1t 1s to be Inserted 
into (I.e. 1f Inserting a text Hne the Hne number must be less, 
than the- fist mailing parameter Hne number). If there are no • 
. available Hne numbers-, the /LIST command can be used to renumber 
all Hnes 1n multiples of 100. 
To rewrite a Hne: , 

Type In t;{ie Hne number and the letter "T", or "D" and type 1n the 
new Information. ' f 

To delete a text or distribution Hne* 

Type 1n the Hne number followed by the letter "T" or "D" and 
press the RETURN key. * 1 

To rewrite a mailing parameter Hrfe while -in the EDIT function 

To rewrite a mailing parameter line: 

Jype 1h the new Hne 1n the exact format as the original Hne. 
•• ' * 
On the 'following page, a sample EDIT message session 1s shown. 



Hhat Hallway ii doing: 

EDIT Connand with out box nunboc 

Hallway print a thla Una 

Hallway aaBs foe a chango of tltlo 

If tit It it to chango roapond YES 
LIST tht OUTBOX to tot what nooda r waging 



Lost lino of tost 



Lost lino of Mil lag pacanttora 

Lost lint of dlatclbutlon pacahotacs . 

Hallway pcinta thla lino 

t Chango lino 300T 

t Dona with changa to OUTBOX 

Do you want to coplaca tho OUTBOX 

Hallway gonoratoa this line 

Hallway wanta to know If you want to SEND 
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- ? EDIT OUTBOX 4 
OUTBOX NUMBER 4 
TITLE: TEST MESSAGE 
CHANGE TITLE (YES /NO) ?*NO 
? /LIST 

100T THIS, IS A TEST MESSAGE FOB THE 

200T MAILUAY POSTHASTES. 

300T PLEASE DELETE WHEN RECEIVED 

400T THANK YOU 

SOON PRIORITY: 3 

SOON SECURITY: 3 

700H HONE CONFIRMATION: YES 

SOON REPLY REQUESTED: NO , 

900D MP08TMA8TER 

1000D /DIVRB 

* * * COMPLETION OF THE LIST OUTBOX*** 
? 300T PLEASE READ THEN DELETE . 
? /END 

REPLACE OR CREATE A NBH I TEH BEFORE EXITING (YES /NO) ? YES 
4 REPLACE OUTBOX NUMBER 4 (YES/NO) ? YES 
OUTBOX NUMBER 4 REPLACED 
SEND (YES/NO) ? NO 
OUTBOX NUMBER 4 WILL NOT BE SENT 
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FORWARDING A MESSAGE 



Tht FORUARP command lots tht uitr itnd rtctlvtd Inbox mas sagas to othtr 
uttrt In tht MAILUAY systtm. Tht FORUARO command dots not ptrmlt changts 
to iht tltlt or tht Mil mtssagt ttxt, thtrtfort only tht tilling 
parMtttrs and distribution parattttrt nay bt tnttrtd. This will Insurt 
that tht mtssagt stays tht samt. 

To actlvatt tht FORWARD command, typt "FORUARO" or "F". 

Tht ustr typts In "FORUARO" , or "FORUARO" followtd by an Inbox numbtr. If 
thtrt Is not an Inbox numbtr tnttrtd tht systtm asks which Inbox numbtr Is 
to bt forwardtd. Tht tltlt, aut or. and "MAIL ITEM ID" of tht Inbox 
mtssagt art prlnttd. Tht ustr Is asktd If this Is tht corrtct ttssagt to 
bt forwardtd. An outbox nunbtr Is thtn asslgntd. Thtrt Is no ttxt tntry 
, stctlon to a forwardtd outbox Mtssagt, btcaust tht ttxt of tht outbox 
mtssagt Is tht stmt as tht Inbox mtssagt stnt. 



INBOX MESSAGES CONTAIN THE FOLLOWING SECTIONS: 




Mailing paramtttrs 



Distribution naramtttrs 



Up to 25 characttrs. Tht tltlt of a mtssagt 
cannot bt changtd using tht FORUARO command. 

Idtntlfltd by a "T" afttr tht lint numbtr. Tht 
ttxt stctlon contains tht actual mtssagt btlng 
crtattd. Tht ttxt of a mtssagt cannot bt changtd 
using tht FORUARO command. 

Idtntlfltd by an "M" afttr tht lint numbtr. This 
stctlon lists tht Priority and Stcurlty of tht 
mall mtssagt and tht Homt Confirmation and Rtply 
Rtqutsttd valuta. Tht ustr should Itavt Priority 
and Stcurlty at 3. Thty should Itavt Homt 
Confirmation at NO. Rtply Rtqutsttd can bt Itft 
at NO or changtd to YES. A Rtply Rtqutsttd of 
YES along with a data will notify tht ustr 
rtctlvlng tht mtssagt that tht stndtr wants a 
rtply by tht data givtn. 

Idtntlfltd by a "D" afttr tht lint numbtr. This 
taction lists tht addrtss for ustrs to rtctlvt 
tht outbox mtssagm btlng crtattd. Each lint j 
should havt ont valid addrtss. EKh lint will bt 
chtcktd against tht computtr ctnttr's directory 
as It is tnttrtd. Any Invalid tntry will rtsult 
In an trror mtssagt. Onct tht distribution 
paramtttr stctlon has bttn flnlshtd, typt In tht 
command /ENO. This will and tht FORUARO command 
and btgln SEND. \ 

36* 
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COMMANDS USED WITH THE FORWARD FUNCTION: 

I Used while 1n the distribution parameter section. This will 

return a question mark. The user may now Insert new Unes 
between existing lines, rewrite lines, or delete ex1 sting 
lines. To insert a distribution line {mailing parameter 
lines may not be Inserted) type 1n a new line number 
followed by a "0" and type 1n the Information . The new 
line number chosen must be within the range of line numbers 
for the distribution parameter section. If there are no 
available line numbers the, /LIST command can be used to 
renumber all lines 1n multiples of 100 to permit line 
Insertion; To rewrite. a line, type 1n the line number and 
the letter "M", or "D", and type 1n the new information. To 
delete a distribution line "(mailing parameter lines may not 
be deleted), type 1n the line number, fol 1 owed by the letter 
"D" and press the RETURN key. 

/LIST Used while 1n the distribution parameter section. This ^ 

command will renumber and print the* outbox message being 
created. 

> ' > 

If thMteer has finished the distribution parameter section, 
theifVEND will end the FORWARD command and ask the user if 
(s)he wants to send the outbox message just created. 

Use of the BREA|< or ESCAPE key when 1n the FORWARD command* 
will cancel tlje forward session. The outbox message will be 
created, 1f there were no mailing parameters on the outbox 
message then the default mailing, parameters will be inserted 
1n the outbox message being created. Then the system will 
return with a .question mark waiting for a new command. 

<• ■ • ' . ' \ .* 

To forward an Inbox message 

Once. in the FORWARD session, enter the Inbox number. The title, 

author, and "MAIL ITEM ID" of the Inbox message are printed. The user 

,1s asked 1f this 1s the correct message to be forwarded. 

If the user responds "YES", Mallway will assign an outbox number to 

the message and pr1 nt the outbox number as the next line. 

Next, Mallway will begin the mall 1ng. parameters section and ask 1f-the 

values should be changed. Remember that Priority and Security values 

should be left at 3, . 

Mail way will begin the distribution parameters section and generate 
the first line, Identified by a "D" after the line number. Enter the 
address of the user. When finished entering the address, or addresses 
(one per line), type /END to end this section. Mallway will assign an 
outbox number, print the title of the message, and ask 1f the user 
wants to send the message. A response of "YES" will send the message* 
and Mallway will print the "ITEM ID" number and confirm that 1t has 
been prepared for sending. 

i \ t 

On the following page, a sample FORWARD message session is shown. 



/END 

Break or 
Escape key 



9.9 



FORWARD EXAMPLE 



What Mailway is doing: 

Inter FORWARD 
Enter the INBOX Number 
Mailway displays the Title 
Enter YES 

Mailway assigns the OUTBOX number 
Mailway displays the Title 

Allows for- changing the Mailing Parameters 
Priority - Do not change 
Security - Do not change '„ 



Distribution Parameters 
Forwards message to. Anchorage 



? FORWARD* 

INBOX NUMBER ? 3 , 

TITLE: TASK FORCE MEETING 

FORWARD (YES /NO) ? YES 

OUTBOX NUMBER : 10 

TITLE : TASK FORCE MEETING 



AUTHOR S. JONES ITEM ID: 001^0079M 



***MA I LING. PARAMETER ENTRY*** 

100M PRIORITY: 3 CHANGE VALUE (YES/NO) ? NO 

200M SECURITY: 3 CHANGE VALUE (YES/NO) ? NO 

300M HOME CONFIRMATION: NO - CHANGE VALUE (YES/NO) ? NO * 

400M REPLY REQUESTED: NO ■ CHANGE VALUE (YtfS/NO) ? NO 

*** DISTRIBUTION PARAMETER ENTRY*** 

500D M XNCHORAG? 

600D /END 

OUTBOX NUMBER 10 

TITLE: TASK FORCE MEETING 



SEND (YES /NO) ? YES 

ITEM ID 001-0082M HAS BEEN* PREPARED FOR SENDING 
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REPLYING TO A jCSSAGE 

Tht REPLY coaaand takts tho tltlt froa -\n Inbox atssagt and anttrs tht 
author of tht Inbox atssagt as ono ustr to rtctlvt tht now atssagt Doing 
ertattd. • •. Jt [ 

To actlvaU tho rtoly coapand, typo "REPLY" or "RV 

Tht ustr tnttrs REPLY or REPLY followod by an Inbox nuabtr. If tht ustr 
has not typod an Inbox nuabtr. (s)ht Is asktd which Inbox nuabtrty rtply 
to. Wtxt tha tltlt. author, and "MAIL ITEM 10" of tht atssagt will bt 
or nttd and tht ustr will bt asktd If this Is tht corrtct atssagt. Tht 
tUltfroa tht atssagt Is prtstnttd to tho ustr with tht option ta changt 
tht tltlt. Tht ustr can than btgln to typo tht ttxt of tht atssagt. 

0UTB0X* MESSAGES CONTAIN THE FOLLOWING SECTIONS: 

Htlt Up to 25 characttrs. Tho tltlt of tht REPLY 

11111 atssagt aay bt thangtd. Within tho REPLY 

stsslon. whtn tht tltlt Is prlnttd. tht ustr Is ; 
* asktd If (s)ht wlshts to changt tht tltlt. . * 

T t xt Idtntlfltd by a "T" afttr tht lint nuabtr. Tht 

ttxt stctlon contains tht actjal atssagt btlng 
ertattd. Tht ustr will bt glvtn a lint nuabtr 
f ol 1 owtd by a "T" . Whtn tht ustr 1 s f 1 nl shod 
typing tht ttxt, typo In /END. 

Main no oa rawtttrs Idtntlfltd by an "M" afttr tht lint This 
Wi 1 p stctlon lists tht Priority and Stcurlty of tht 

•all Mssagt which should always bt 3. It also 
lists tht Horn Confirmation and Rtply Roquttttd 
vtluts. Thtst valuta will bt stt aVNO. Hoat 
Confirmation should bt ltft at NO. Ijtply 
Rtqutsttd can bt changtd to Yts If tht stndtr 
• would 11 kt tht,ustrs rtctlvlng tht mssagt to 
know that a rtply Is rtqutsttd by tht data glvtn. 

n««*»iim»4Aii BAPAMttrs Idtntlfltd by a "0" afttr tht lint nuabtr. This 
Distribution ptraatttrt JJ"™"^ tho addrtss for ustr* who art to 

rtctlvt tht outbox atssagt btlng ertattd. Each 
lint should contain ono valid addrtss. Thr 
systta prints tht author of tho Inbox atssagt tht 
ustr Is rtplylng to as tht first ustr to rtctlvt 
tht atssagt. Each lint will bt chtcktd against 
tht coaputtr dlrtctory as It Is tnttrtd. Any 
invalldaddrtss will rtsult In an trror Mssagt. 
Onct tht distribution paraatttr tntry has bat n 
coaplttad.. typt In tht coaaand /ENO. This will 
tnTtht REPLY coaaand and btgln SENO. 
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comm wed with the reply function: 

/ Ustd whtlt typing In ttxt or distribution par tat tars. A qutstlon nark, 
MlU-bt-ftturntd . Tht ustr aay now Instrt now lints bttwatn txlstlng 



lints, rtwrttt lints, or dtlttt lints. 

To Instrt a lint - Typt In a now lint nuabtr followtd by "T" 

(If ttxt) or N D* (If distribution paraatttr) and typt 1n 
tht Information. Tht unustd 11nt nuabtr chostri aust bt 
Ml thin tht rangt of lint nuabtrs for tht stctlon It Is to 
bt Instrttd Into (l.t. If Instating a ttxt lint tht lint 
nusibtr mist bt Itss than tht first tailing paraatttr lint 
nuabtr). If thtrt art no avallablt lint nukbtrs tht /LIST 
cotMnd can bt ustd to rtnuabtr all lints- In aulilplts of 
100 to ptmlt a lint to bt Instrttd. 

To rtwrltt a lines - Typt In tht lint nuabtr and tht lttttr T 
or "0", and typt 1n tht* ntw Information. 

To dtlttt a lint - Typt In tht lint nuabtr followtd by tht 
" lttttr "T or "0* and prtss tht RETURN kty. * 

/ENO Brings tht ustr froa tht ttxt stctlon Into tht mailing 

paraatttr stctlon. Tht ustr wilt than bt ltd Into tht 
distribution paraatttr stctlon* If tht ustr has flnlshtd 
- tht distribution paraatttr stctlon thtn /END will, tnd tht 
REPLY coaaand and tht ustr will t* asktd If (s)ht wants to 
stnd tht outbox atssagt just crtattd. 

/LIST May bt rtqutsttd whllt in .tht ttxt stctlon or distribution 

paraatttr stctlon. Thl^ofssand will rtnuabtr and print 
tht outbo* atssagt btlngUrtattd. 

» * 

Sscaot°kty Canctls tht REPLY stsslon. Tht outbox atssagt will bt 

crtattd. Tht systta will thtn rtturn with a qutstlon mark 

" * waiting for a now coaaand. 
On tht following pagt, a saaplt REPLY stsslon Is shown. 
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What Mallway Is doing: 
REPLY Command 

Hallway asks for INBOX Number 
Mallway prints the title 

Respond to Reply * 

Prints outbox number 

Asks If you want to change title - 

Begins text 
First line of text 
Second line of text 
Ends the text section 
Begins mailing parameters 
Do not c hange Priority 
Do not change Security 



Begins distribution section 
^Prints name of person replying to 
Ends the distribution section 
Prints outbox number of this reply 
Mallway prints the .title 
Respond to Send 
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REPLY EXAMPLE 



? REPLY / 

INBOX NUMBER ? 3 v 

TITLE: PRODUCTIVITY M^MO AUTHOR: JGAYNOR ITEM ID: 001 

REPL'Y (YES /NO) ? YES 
OUTBOX NUMBER: 6 ' 

TITLE: PRODUCTIVITY MEMO CHANGE TITLE (YES /NO) ? NO 
***TEXT ENTRY*** 

100T THE STATISTICS FOR NOVEMBER INDICATE 

200T AN INCREASE IN TRIPS TO BOSTON - • • 
300T /END 

*** MAILING PARAMETER ENTRY * * * ' ' , 
400M PRIORITY: 3 CHANGE VALUE (YES /NO) ? NO " 

500M SECURITY: 3 -CHANGE VALUE YES/NO ? NO 

600M HOME CONFIRMATION: NO CHANGE VALUE (YES /NO) ? NO 
700M REPLY REQUESTED: NO CHANGE VALUE (YES /NO) ? NO 

•••DISTRIBUTION PARAMETER ENTRY"* H«/*>J 7 NO 

1000D MPOSTMASTER 

HOOD /END t 

OUTBOX NUMBER: 6 

TITLE: PRODUCTIVITY MEMO 

SEND (YES/NO) ? YES 

ITEM ID 001-0084M HAS BEEN PREPARED FOR SENDING 
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OPERATOR: 
LOCATION: 
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Thie guide hae been written to provide you with information 
about creating and sanding batched messages through tha MAILWAY 
system. 



v BATCHBD MESSAGES , 

. t> v - ♦ 

Batched meeeagee ara craatad on your own computer, bafora 
dialing into tha MAILWAY coaputar. Several meeea?ee can be 
created and stored in your coaputer until you are ready to -send 
them. Once interactive with the aa in coaputer , the aaaaagaa . 
stored on your coaputer can be sent all at once. Aa discussed 
in the EMS MAILWAY Training Manual, you are charged for the use 
of phone lines while interactive with the MAILWAY coaputer. 
Creating aessages in batch aode will help to. keep your online 
tiae to a ainiaua. 



PREPARING TO SEND A BATCH 



You should have the necessary batch coaauni cat ions and text or 
word processing software for your coaputer, as well as the 
aanuals that explain file or docua'nt creation, editing 
controls, and other operations which will be unique to the 
software you will he using. Become faailiar with the creation 
and storage of files on your coaputer. Learn the special 
commands that you give your coaputer to initiate a batch or 
file transfer. If you are using a Gnat coaputer, read the 
Electronic Mail System MAILMAY Gnat ttoforonco Guide . It shows 
you how to prepare the coaputer for MAILWAY interaction and 
batch creation, and how to send a batch. 

It is recommended that you read the other EMS MAILWAY guides 
before Greeting your first batch. Once faailiar with MAfLMAY 
operation and message formats, you will have a better 
understanding pf.the what is discussed here. Instructions for' 
MAILMAY log on and log off, procedures, and valid address 
formats, including address lists, are given in the Electronic 
Mall System MAILMAY Training Manual . Practice exercises using 
MAILMAY coaaands are also provided. MAILMAY coaaands are 
explained in detail in the Electronic Mail Bvitti mailway 
Reference Manual . 
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COMPONENTS OF A BATCHED MESSAGE 



The CREATE Command 



Message Title 



Text Lines 



ZEJffi 



Address Lines 



YES 



The CREATE coaaand in your batched message 
•tarts the CREWE function once interactive 
with the MAILNAY computer . . The full word 
CREATE aay be used, or the abbreviation 

C . 

Must not be longer than 25 characters. A 
title is required. If omitted, the message 
will not be sent. 

Contain the actual body of the aessege. 
including the salutation and closing 
lines. Separate "ATTN:" and "SUBJECT:" 
proapts are not provided in the MAILNAY 
systea. If required, these should be typed 
as the first lines of text. 

This is typed twice on separate lines in 
the ■••sage, once following the text 
section, and again following the address 
lines. 



Called Distribution Section. A valid 
address aust be included in the aessage. 
More than one address is allowed, but each 
is entered on a separate line. A valid 
address list naae can also be used. 

This is typed twice on separate lines in 
the aessage. following the /END coaaands. 
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CREATING AND SENDING BATCHED MESSAGES 



1. Prapara your coaputar to craata a fila or docuaant. This 
is whara you will craata your aaaaaga or batch of aassagas. 
bafora you ara dialad in to tha NAILWAY coaputar. 

2. On tha first Una of your fila. typa CREATE or C and 
praaa RETURN. (Saa tha axaapla on paga 5 aa you work tha 
following atapa.) * 

3. On tha aacond lina. typa tha titla of your aaaaaga. 25 
charactars or lass, and praaa RETURN. 

4. On tha third lina, antar tha first Una of taxt. Do not 
axcaad 71 charactars. or your linas will ba' truncatad. 
Prass RETURN. Continua typing linas, prai sing r eturn af tar 

a ach. until you ar a flaiihad with tha body of your aassaga . 

NOTE: Tha •ATTN:" and "SUBJECT:" linas ara not 
automatically inclodad on tha KAILNAY systaa. If raquirad. 
thay should ba tha first linas of taxt. and tha phrasss 
■ATTN: ■ and "SUB: ■ should ba typad on aach. Salutation and 
closing linas ara also considarad part of tha taxt saction. 

5. On tha naxt lina. tha lina diractly undar your last lina of 
taxt. typa /END and prass RETURN. 

6. On tha naxt lina. typa YES and prass RETURN. 

7. Entar tha addrass of tha racipiant on tha naxt lina and 
prass RETURN. If nora than ona addrass is to ba usad. 
antar aach addrass on a saparata lina. 

8. On tha lina following tha last addrass antarad. typa 
/END and prass 4 RETURN. 

9. On tha naxt naw lina. typa YES and prass RETURN. 

10. If you hava additional aassagas to craata. rapaat staps 2 
through 9 until you ara finishad. Do not insart blank 
linas batwaan aach aassaga in a batch. 

NOTE: Whan sanding saparata aassagas to tha saaa racipiant 
in ona batch; tha last aassaga will ba sant first. For 
axaapla. if you sant two aaasagas in ona batch to tha saaa 
parson, tha sacond aassaga would ba aassaga nuabar I in 
thair aailbox and tha first aassaga would ba aassaga nuabar 
2. 

t " 

n ■ 
t 

11. Sava tha Ilia or docuaant you hava just craatad. Exit out 
of tha ad i tor or word processor you hava baan uaing. 
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12. Proparo your coaputor to dial into tho NAILHAY c aputor. 

13. Log on to tho NAILHAY coaputor. 

14. At tho first guostion aark (?) proapt. typo tho coaaand 
that will initiate tho % batch yon croatod to bo road by 
NAILHAY. (Instructions that go with your coaanni cat ions 
software should provide inforaation on how' to pull up your 
batch file ones you aro onlino with another coaputor.) 

Aftor tho batched aossagos aro displayed. NAILHAY will 
provido a aessage that says: 

I TEN 10 «tt-««ftX HAS BEEN PREPARED FOR SENDING 

This aoans that your aossagos havo boon sent. 



15. At tho next ? proapt. log off fro* tho NAILHAY coaputor 



ill 
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Batch Creation Saaalon 

r 

Shown in the right hand oluan is the for»at of a saaple 
batch. (The RETURN key ivit bt pressed after each line.) In 
the left hand colujin is an explanation of what is being typed. 



WStl OMMN CREATE 

Naaaaja tltla TC8T BATCH MESSAGE 1 

Mtaatlaa Una - baflaa tait aaatlaa... ATTN: CHS POSTMASTER 

Satjaat liM \...8UB: BATCHE0 MESSAGE TEST 

••llltatlaa OEM POSTHASTE*, 

•o4y at MIIHt........ I m TVPIlfc T*E FIRST MESSAGE IN MY BATCH . , TITLES MUST NOT EXCEED 2% 

' " CHARACTERS. TEXT LINES MUST NOT EXCEED 71 CHARACTERS 

C1HI SINCERELY 

ti«Mt«r« (4«tltr) ; ..;..°EMS OPERATOR ■ * 

Ma tfca tait aaetlaa /cno 

ttti MiliH rtiiiritiiti ..YES 

ValU *44tM - tlatrlbtJtlaa aaatlaa. . . MP0STMA8TER 

Ma tfca iiatrifcatiaa aaetlaa.... ...... /end 

MMl taW NIMft • • • «• YES 

CMATt OMMM - tofiu. 2M iHMft. • . • CREATE 

tltla ; TEST BATCH MESSAGE 2 

Mtaatlaa llaa - baflaa tti; Itct ATTN: EMS. USER 

•»M88fllM SUB: BATCHE0 MESSAGE TEST 

Salatatlaa..., OEAR EMSVUSER, 

•* . * ; THIS IS T*E (SECOND MESSAGE IN MY TEST IATCH . I KNOW THAT I CAN HAUE 

. . . THAN ONE RECIPIENT FOR A BATCHED MESSAGE . EACH ADDRESS MUST BE 

I l ! TYPED ON A SEPARATE LINE. I MILL SENO THIS MESSAGE TO 2 EMS 

cl0M _ ********* 4 * ## 8xncerely : nt *? 1 0CLCTC this message after you receive it. 

sifMt«r« (Mtiir) !i ******* ims operator 

Ma tit tait SMtlOB .../ENO *r ■ 

ttti MiliH rtiiirmiti.,... yes 

Valla «*4r««« - tlatrlfcatloa aaetlaa... M OOE/MLF 

2M valla aMreee m DOE/DATA PROC 

Mi Ueaiatrifcatlea aeatlea /ENO 

SeMa tl)a atfeeaj a yes 

OUUtl ommM - fcejlaa U4 aeafcaf a. » . • CREATE 

Saaaafa title test iatch MESSAGE 3 , 

Atteatlea llaa - fceflae teat aaetlaa... ATTN: EMS POSTMASTER * 

•■JJsst liaa.. * SUB: iatcheo message test 

Saletatlea OEAR POSTMASTER, 

U*f Of aeeaafe THIS IS THE THIRO MESSAGE IN MY TEST' BATCH. I HAUE LEARNED THAT I 

. . . > CAN USE ANY OF THE MAILWAY UALID ADDRESSES FOR THE RECIPIENTS OF MY 

cl0M ;!;:;;; ;!;;;** SSSSJly 1 FOUN0 LX9TXNC9 0F ™ CM 1N m training manual. 

Uaaatari iiitiarj!!!!! !!!!!! cms operator 

Ma tM test aaatlaa /cno 

Sata aelllaa re^jelreeaate YES 

Valla atMreea - tlatrltetloa aaatiea. . . MPOSTMASTER 

Me the aiatrlfcatloa eeetlea ...../ENO » 

tM •••••«• YES 
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SAMPLE MAILWAY SESSION J 

(User response in bold) ' 



MAILWAY CENTER S0010000 01/31/84 10:59AM 
ENTER NAME 
? MADAK 

ENTER PASSWORD 
• ? +** - . 

WELCOME ADAK INBOX -2 * OUTBOX =9 

PRIORITY -3, SECURITY -3, HOME CONFIRM -NO, REPLY REQUESTED -NO 



HELLO NEW USER: WELCOME TO THE NEW ELECTRONIC MAIL SYSTEM 
? CREATE 

OUTBOX NUMBER: 4 
TITLE : TEST MESSAGE 
♦♦♦TEXT ENTRY*** 

100T TH13 IS A TEST MESSAGE FOR THE 

200T MAILWAY POSTMASTER. ■ 

300T PLEASE SAY HELLO . \ 

400T/ \ ' 

? 300T PLEASE DELETE WHEN RECEIVED 

400T THANK YOU 

500T /END , • 

♦♦♦MAILING PARAMETERS ENTRY*** - 

DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) ? 

500M PRIORITY: 3 CHANGE VALUE' (YES/NO) ? NO \ 

600M SECURITY: 3 CHANGE VALUE (YES/NO) ? NO * 

700M HOME CONFIRMATION: NO CHANGE VALUE (YES/NO) ? NO 

800M REPLY REQUESTED: NO CHANGE VALUE (YES/NO) ? YES 

900M REPLY DATE: (MM/DD/YY) ? 02/07/84 

DISTRIBUTION PARAMETER ENTRY"* 

1000D MPOSTMASTER 

1100D/D1VRE 

1200D /END 

OUTBOX NUMBER, 4 

TITLE:, TEST MESSAGE 

SEND (YES/NO) f YES 

ITEM ID 001-2374A HAS BEEN PREPARED FOR SENDING 
?L 

MAILWAY CONNECTION TIME (HH:MM)1 1:12 
OKAY TO DISCONNECT (YES/NO) ? YES 

CURRENT MAILWAY SESSION HAS BEEN TERMINATED 



Electronic Mail System 



MAILWAY 
Command 

Quick Reference Card 



465-2808 * 



Postmaster Address: 
State of Alaska 
Department of Education 
Pouch F 

Juneau, AK 99811 



ATTN: Data Processing— EMS 
Postmaster » 

*■ < . 

EMS Postmaster Address: 
MPOSTMASTER 

EMS Computer Phone Numbers 

Call the location nearest you: 

^ Anchorage. . . . .-.-.^,-333-65Sl j: - 

£ Fairbanks \. ». ... 452-1681 

^ Juneau 465-2481 

\ Ketchikan.... 225-9200 

^ .«rm#m 



1^1 4 



Railway 
commands 

Left hand column lists command ords and 
abbreviations to enter at ? prompt. Command 
, options are listed below explanations. 
# stands for message number. 



AUTHORIZATION Lets user change default 

mailing parameters for 
the duration of the cur- 
rent session. Only the „ 
Reply Requested value 
j ■ may be changed. 



COPY 



CO 



CREATE 
C 

DELETE 
D 



-Let s user copy an inbox 
message into an outbox 
message. 

Lets user create an outbox 
message. 

Leu user delete inbox or 
outbox messages. 

DELETE INBOX # 
DELETE INBOX #, #, # 
DELETE INBOX ALL 
DELETE OUTBOX # 
DELETE OUTBOX #, #, 
DELETE OUTBOX ALL 



EDIT 
E 



Lets user change outbox 

messages. 

EDIT 

EDIT # 



FORWARD 
F 



ERICII5 



Lets user send received inbox 
items to other users. 
FORWARD 
FORWARD # 



HELP 
ft 



INBOX 
1 



OUTBOX 
O 



This will print Hist of all 

commands. 

HELP ■ 

H (COMMAND)— H EDIT 
lists description of 
EDIT command 

Gives an index listing of the 
the mail messages received by 
the user. 

INBOX— newest items first 
INBOX BY SIZE-shorteit 
items first 

Ends the session. This stands 
for "logoff? and only the 
abbreviation "C" will be used. 

Gives an index listing mail 
messages written by the user. 
OUtBOX-oldest items first 
OUTBOX BY SIZE-shortest 
items first 

OUTBOX IF SENT-items 
that have been sent, oldest 
first 

OUTBOX IF NOT SENT- 
items that have npt been 
sent, oldest first 



PRINT Lets user print inbox or 

P outbox messages. 

PRINT INBOX ALL-all 
items, newest first 
PRINT INBOX BY SIZ£- 
all items, those with fewest 
lines first 

PRINT INBOX # -item number specified 
PRINT INBOX #, #, #-item numbers 
specified 

PRINT INBOX # FROM 10-item number 
from line 10 
PRINT INBOX # 
from line 1 to line 
PRINT INBOX # 



REPLY 
R 



TO 10— item number 
10 

FROM 2 TO 10— item 



number from line 2 to line 10 

Note: word OUTBOX can replace INBOX in 
all options lilted above.' 



STATUS 
ST 



SEND 
S 



/LIST 



/END 



YES 
Y 

NO 
N 



Leu weir respond to the 

author of a received inbox 

message. 

REPLY 

REPLY # 

Produces index of mail items 
sent by the user. 
STATUS 

STATUS (MAIL ITEM ID) 

STATUS OOM754A 

will give delivery 

status of item OOM754A. 

Lets user , send outbox 

messages. 

SEND 

SEND # 

May be usedjn the te xt or 
"distribution parameter sections 
of a message. This will reutrn 
a ? prompt so a new com- 
mand can be issued. 

May be used in the text or 
distribution parameter sections 
of a message. Will renumber 
all lines in multiples of 100 
and print the message being 
created. 

Ends the text and distribution 
parameter sections of message 
being created. 

Valid response to MA1LWAY 
question. 

Valid response to ' AILWAY 
question. 
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